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FOREWORD

This Handbouok expands and provides procedural and instructional
guidance to Departmental managers and supervisors for the
management and control of equipment used by Department of
Transpertation personnel.

It supplements the policy contained in DOT Order 4410.4,
Equipment Management and Control, dated January 28, 1992.

The Handbook contains guidelines for: determining equipment
needs; sources for meeting the need; establishing a system for
equipment accountability; documenting receipt, movement,
location, and reutilization of equipment; and the ultimate
disposal of equipment.

The Office of Administrative Services and Property Management,
Office of the Secretary, will review the Handbook annually and
revise it as needed to ensure that it continues to provide

. current and relevant information. We appreciate your input in
establlshlng this Handbook and welcome your suggestions for
improving its content and usefulness. Suggestions should be
forwarded to the Personal Property Division (M-442) for
consideration.

Copies of this Handbouk are available from the Office of
Administrative Services and Property Management, Utilization and
Storage Section (M-443.2).
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CHAPTER 1

EQUIPMENT MANAGEMENT AND CONTROL: AN OVERVIEW

SECTION 1. SCOPE

1-0101.

1-0102.

PURPOSE. This Handbook expands the policy contained in
DOT 4410.4 and should be used as a guide in the
implementation of the policy as promulgated in that
Order for the management, accountability, control,
utilization, and disposal of Government-owned, leased,
and/or borrowed equipment obtained for and used within
the Department. It does not apply to equipment for
which a contractor is responsible and accountable. That
equipment is addressed in the Transportation Acquisition
Regulation (Chapter 12, Title 48, of the Federal
Acquisition Regulations System). This Handbook and the
Order should be used in conjunction with the Federal
Property Management Regulations (Title 41, Code of
Federal Regulations, Chapter 101) which they implement
and supplement. They are prescribed by the Assistant
Secretary for Administration as delegated by the
Secretary under the authority of 5 U.S.C. 301 and
Section 205(c), Federal Property and Administrative
Services Act of 1949 (40 U.S.C. 486(c)), as amended.

LAYOUT OF THE HANDBOOK.

Page Identification. The pages are numbered serially
within each chapter. Each page number is preceded by
the number of the chapter. For example, the fifth page
of Chapter 2 is numbered 2-5; the eighth page of Chapter
4 is numbered 4-8.

Paragraph Identification. The paragraph numbering
system provides for a 5-digit paragraph number as shown
here,

Paragraph...(two digits)........,....——

Using this numbering system, Paragraph 4-0210 is the
10th paragraph in Section 2 of Chapter 4.
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SECTION

1-0201.

1-0202,

1-0203.

2.

FEDERAL PROPERTY MANAGEMENT REGULATION SYSTEM

STATUTORY PROVISIONS. Information in this Handbook has
been developed based upon existing laws, executive
orders, and mandatory regulations of control agencies,
The Federal Property and Administrative Services Act of
1949, Section 202(b) requires each executive agency to
maintain adequate inventory controls and accountability
systems for the property under its control (40 U.S.C.
483). Section 2 of Public Law 84-863, of August 1,
1956, imposes the requirement that the accounting system
of each agency shall include adequate monetary property
accounting records (31 U.S.C. 3512(a)). The Federal
Managers' Financial Integrity Act of 1982 (FMFIA),
Section 2 (31 U.S.C. 3512(b)) requires that
administrative controls of each executive agency shall
be established to provide reasonable assurances that
funds, property, and other assets are safeguarded
against waste, loss, unauthorized use, or
misappropriation.

GENERAL ACCOUNTING QOFFICE (GAQO) POLICY AND PROCEDURES
MANUAI. FOR GUIDANCE OF FEDERAL AGENCIES. The GAO Policy
and Procedures Manual for CGuidance of Federal Agencies
provides Compiroller General guidance regarding
accounting principles, standards, and related
requirements for agencies to use in the development of
their accounting systems and internal auditing programs.
Title 2 of the GAQ Manual includes standards for typical
agency operations. Standard P40, among other things,
applies to equipment and specifically outlines the
capitalization criteria. Equipment that meets
capitalization criteria must be included in the agency's
financial management records.

FEDERAL PROPERTY MANAGEMENT REGULATIONS {(FPMR).

a. The Federal Property Management Regulations (FPMR),
47 CFR 101, prescribe the Federal policies,
procedures, and delegations of authority pertaining
to the management of property and records. The FPMR
ig distributed in a bound format and a loose leaf
format. Proposed changes are published in the
Federal Regisler along with an appropriate comment
period for agencies to review and provide their
comments.

b. In the absence of a DOT directive, the FPMR are
directly applicable to all Operating Administrations
or Departmental elements. Provisions of the FPMR
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shall not be deviated from except as authorized by
specific DOT approval.

1-0204. DEVIATIONS FROM PROVISIONS OF THE FPMR.

a. Deviations will be requested only when considered
essential to effective management or where special
circumstances make such deviation necessary in the
best interest of the Department. Requests for
deviation shall state clearly the nature of the
required deviation and the circumstances justifying
the devziation.

b. Requests should be submitted to the Assistant
Secrectary for Administration (ATTN: M-44}) and shall
contain the following information:

(1} A statement of the deviation desired, to
include specific paragraph number{s) of the
FPMR.

(2) Reason the deviation is considered necessary.

(3) A statement as to whether the deviation has
. been requesled previously and, if so, the
status of the previous request.
(4) A description of the intended effect of the
deviation.

(5) Period of time for which the deviation is
requested.

(6) Other background information appropriate to
explain and support the desired deviation.

c. After review by the Department, the request for
deviation will be forwarded to the General Services
Administration (GSA) for appropriate action or
returned to the requestor for additional
information.

1-0205. OTHER REFERENCES.

a. Title 18 U.S8.C., Section 641, Protection of
Government Property.

b. Federal Information Rescurces Management Regulation
(FIRMR), Chapter 201, Subchapter C, Management and
Use of Federal Information Processing (FIP)
Resources, which presents a life c¢ycle view of FIP
resources disposal.
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DOT 1100.60A, Department of Transportation
Organization Manual, of 11-14-88, which establishes
the organization, responsibilities, and functions of
the Department.

DOT 1320.18, Issuances of Other Federal Agencies
Applicable to the Department of Transportation, of
8-8-72, which prescribes policy and procedures for
implementation within the Department of the
issuances of other Federal agencies.

DOT 1600.26A, Department of Transportation Physical
Security Program, of 7-25-90, which defines
organizational relationships in the DOT physical
security program and prescribes procedures for
planning the physical security preogram,

DOT 2700.8A, Accounting Principles and Standards, of
6-13-78, which establishes uniform accounting
principles and standards for DOT,

DOT 2700.12, Financial Management Control of
Property, of 8-2-77, which prescribes policies and
guidelines for financial accounting of personal
property within DOT.

DOT 5100.4B, Department of Transportation Management
Control Systems, of 4-16-91, which establishes
policies and standards tc comply with the
requirements of Section 2 of the Federal Managers'
Financial Integrity Act (FMFIA) of 1982.

Department of Transportation Acquisition Regqulation
(TAR), issued as Chapter 12, Title 48, the Federal
Acquisition Regulations System, which establishes
uniform acquisition policies and procedures within
the Department.

SECTION 3. OFFICIAL USE OF GOVERNMENT EQUIPMENT

1-0301. OFFICIAIL USE.

a.

No DOT employee shall use or authorize the use of
Government property for other than official
purposes. Each Departmental element shall maintain
an effective personal property accountability and
control system that is in accordance with the
requirements of this Handbook.
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The following extract from Section 641 of Title 18,
U.S8.C. applies to all DOT all employces: "Whoever
embezzles, steals, purloins, or knowingly converts
to his use or the use of another, or without
authority, sells, conveys, or disposes of any
record, voucher, money, or thing of value of the
United States or of any department or agency
thereof, or any property made or being made under
contract for the United States or any department or
agency thereof;... Shall be fined not more than
$10,000 or imprisoned not more than ten years, or
both; but if the value of such property does not
exceed the sum of $100, he shall be fined not more

than $1,000 or imprisoned not more than one year, or
both."

DELEGATICONS OF AUTHORITY AND INTERAGENCY AGREEMENTS

1-0401. DELEGATIONS AND AGREEMENTS.

a.

Delegations of Authority. Certain equipment
management functions can be performed by an

individual only under a specific grant of authority
to that individual. Other functions may be
performed simply on the basis of general
instructions or directions or by virtue of an
individual occupying the position to which the
responsibility for the function is assigned.
Generally, it is desirable to place authority and
responsibility for and to exercise equipment actions
at the lowest organizational unit practical.
Delegations should be confirmed in writing and as a
minimum should be included in the position
description of the individual or position concerned,

Interagency Support Agreements.

{1} Interservice Support Agreement, of 1-2-90,
between the Defense Reutilization and Marketing
Service (DRMS-0) and DOT, Interagency Support
for the Recovery of Silver, Gold, and Other
Precious Metals, which provides for logistical
support services in the recovery of precious
metals.

(2) Department of Defense as a Source of Supply, as
specified in FPMR 101-26.600.
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SECTION 5. REPORTS

1-0501. REPORTING REQUIREMENTS.

a. Reports are an integral part of equipment
management. They provide managers with indicators
of the status, success, and/or weaknesses in the
program. Unless otherwise directed the reports
summarized in Paragraph 1-0502 of this Handbook
shall be prepared and forwarded for receipt by the
Chief, Personal Property Division {(M-44) no later
than the "Departmental Due Date’ noted.

b. Consolidated Departmental reporting, as required by
the Federal Property Management Regulations, shall
be accomplished by a single submission from the
Chief, Personal Property Division (M-44), using as a
hase, the reports submitted in accordance with
Paragraph 1-0502.

1-0502. CHRONOLOGICAL LISTING OF RECURRING REPORTS.

Reports Calendar

Departmental Frequency .

Due Date Report Title Reference Period

Nov 15 Report of Survey Para. 3-0607 Annual
Activity

Dec 1 Physical Inventory Para. 3-0403 Annuail
Value

Dec 15 Summary Report of Para. 4-0308/ Annual
Personal Property FPMR 101-46.305
Exchange or Sale
Transactions

Nov 15 Utilization and Disposal Para. 4-0603/ Annual
of Excess and Surplus FPMR 101-43.4701(a)
Personal Property

Dec 15 Report of Personal FPMR 101-43.4701(c¢) Annual

Property Provided to
Non-Federal Recipients
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CHAPTER 2

DETERMINATION OF EQUIPMENT REQUIREMENTS, VALIDATIONS, AND SOQURCES

OF SUPPLY FOR FILLING ESTABLISHED REQUIREMENTS

SECTION 1. FORECASTING EQUIPMENT REQUIREMENTS

2-0101.

Role of the Property Officer. Considering the value of
the equipment that is used in meeting the needs of the
many and varied Departmental programs, the
responsibility for the control and use of equipment as a
resource 1is first and foremcost a general management
assignment. Although each manager is directly
accountable to the next higher management level of
aulthority for the judicious acquisition, utilization,
and disposal of equipment, the Property Officer is the
key player in assuring that each life-cycle phase is
carefully managed and effective equipment accountability
is formally carried ocut. Nowhere is this more evident
than in the initial phase of equipment management, i.e.,
the determination of equipment requirements. In the
process of forecasting the needs that will be necessary
to support any given program, the Property Officer must
work as a team member with each Program Manager.

wWithout the necessary equipment and etfective control
thereof, the skills of the program staff is depreciated
and the program's ultimate success is jeopardized.

SECTION 2. USE STANDARDS

2-0201.

Development and Employment of iIse Standards. Among the
management responsibilities of Preoperty Qfficers is the
necessity to develop viable Use Standards for
application throughout the organization. Use Standards
are tools used by management to obtain, at all levels of
operation, the best balance between equipment assets and
equipment needs. Use Standards are criteria whereby a
determination may be made as to when, and in what
quantity, certain types of equipment are authorized for
use. In addition to the Use Standards prescribed in
FPMR 25.3, and others contained in this chapter,
Departmental elements should, whenever practicable,
develop Use Standards for equipment under their control,
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Use Standards for Office Furniture.

a.

Level of Assignment. Office furniture shall be
assigned to individuals in accordance with the Use
Standards prescribed herein. Standards prescribed
represent limitations; assignments at lower levels
are permissible. All furniture should be assigned
based upon program functional requirements and space
allowances. These standards may not be approuopriale
where employees are located in work space such as
laboratories, shops, warehouses, etc. Specialized
furniture for use with Federal Information
Processing (FIP) equipment, drafting tables, stools,
and ergonomic chairs should be provided as needed.
Individuals using furniture which exceeds the levels
permitted here shall be permitted to retain such
furniture unless it is considered inappropriate.

The levels of furniture and its authorized use are
as follows.

(1) Executive. The use of executive type office
furniture shall be limited to personncl in the
Senicr Executive Service and above or their
equivalent, including military rank, depending
upon the functional position within the
organization. This type includes all furniture
items constructed of wood or comparable to, the
traditional and modern furniture and related
items covered by Federal Supply Schedule FSC
Group 71, Parts IIA and IIC, including
furniture offered through Federal Prison
Industries (FPI}. Specifically, FPI coffers a
Senior Executive Line of furniture constructed
of sclid hardwoods and hardwood veneers
accepted with rich, high gquality mahogany
stain, hand rubbed finish and traditional solid
brass drawer and door pulls. Sofas, coffee

tables, easy chairs, and end tables should be
used only when required.

(2) Middle Management. The use of middle
management type furniture shall be limited to
personnel in grades GS/GM-13 through 15 or
their equivalent, including military rank.
This type of furniture includes ali furniture
items constructed of wood or comparable to
furniture items covered under Federal Supply
Schedule FSC Group 71, Part II, Section B,
including furniture items produced by Federal
Prison Industries. Specifically, FPI offers
the Allenwood oak or walnut style middle
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management line of cffice furniture. These
items are constructed of solid hardwoods and
hardwood veneers and are accented with recessed
brass and drawer pulls.

(3) General. General office furniture shall be
authorized for use by all personnel. This type
of furniture includes all items of contemporary
steel, general steel, and general wood office
furniture listed in the GSA Supply Catalog, and
comparable items including furniture items
produced by FPI. Specifically, FPI offers the
Centurion II line of general office furniture.
Centurion ITI offers a range of furniture styles
that will mix and match with any office
environment. Features include contemporary
styling, flexibility and internal wire
management. Centurion II is available in
plastic laminate finishes. All furniture
should be assigned based upon functional
requirements and space allowances.

b. Assignment of Office Furniture to Staff Support
Personnel. When it is determined that executive and
middle management personnel are entitled to office
furniture and furnishings on the basis of the
criteria in Paragraph 2-0202a(1) and (2), similar or
matching office furniture may be assigned to
secretaries and staff assistants located in
contiguous areas whose duties are in direct support
of these personnel. Staff support managers shall be
provided furniture commensurate with their work
assignment and grade.

Exceptions to Use Standards. The head of a Departmental
element, or designee, may authorize exceptions to these
Use Standards provided that such exceptions are in
writing, include adequate juslification, and are
reviewed no less frequently than every 2 years.

Approved exceptions shall be maintained as part of the
Property Office official files.

SECTION 3. REPLACEMENT STANDARDS

2-0301.

General. Effective and economical replacement of

equipment requires the same coordinated planning and
scheduling on the part of Program Officers and Property
Officers as is required to establish the initial
requirement. To ensure that funds are available for
timely replacement of equipment, the Property Officers
in cach Departmental element along with the Program
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Officers should develop and maintain a plan for the
replacement of equipment. Thie plan will provide input
for the budget process.

SECTION 4. VALIDATING THE REQUIREMENT

2-0401.

a.

The Validation Process.

General. Requirements are normally generated to
support a program change through expansion, change
of direction, or increased emphasis of a specific
aspect of the program. Validation of the
requirement is an authenticated justification of the
need for equipment. Generally, a regquirement should
be supported by a positive statement in each of the
following categories; basis of need, utilization
considerations, and other considerations. Use and
Replacement Standards may not be used as the
justification to acquire equipment, but may be used
as a standard against which a regquirement may be
substantiated.

Validating Furniture Requirements.

(1Y Policy. Acquisition of new items of furniture
shall be limited to those requirements
considered absolutely essential and shall not
include replacement to improve appearance,
decor, status, or to satisfy a desire for the
latest design or more expensive lines. When
practical, new requirements shall be satisfied
through the redistribution, repair, and/or
rehabilitation of already owned items or by
acquiring excess property from other
Departmental elements or other Federal
agencies. In addition to compliance with this
paragraph, the acquisition of furniture shall
be consistent with requirements contained in
FPMR 101-25.104 and 101-26.505. To acquire
furniture from other than General Services
Administration sources, a waiver must be
obtained in accordance with Paragraph 2-0503
and FPMR 101-26.100.2.

(2) Approval Process. Each procurement of new
office furniture shall be approved by the head
of the Departmental element or an authorized
designee. When procurement of a furniture
system is undertaken, or a planned project is
over $200,000, a cost justification such as
outlined in FPMR Bulletin E-220 (October 25,
1991) shall be completed. Splitting orders or
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sequential purchases for a single project to
avoid the $200,000 limitation is not
authorized.

c. Special Requirements for Furniture Systems.

(1)

®

General. Because a furniture system may be
substantially more expensive than conventional
furniture, it may be procured only when it can
be demonstrated that it is the most effective
means of satisfying space and furniture
requirements. Generally, acquisition can only
be justified by significant space savings which
offset the cost differential of the products.
The saved spacc must be utilized in a
constructive manner to obtain the desired cost
benefits, e.g., release to another Departmental
element or to a new activity. Space savings
also occur whenever available space is
substantially less than would be assigned under
governing standards and the use of the
furniture system alleviates the need to procure
additional office space.

Project Planning and Evalualtiogn. Projecls
involving a furniture system should be

thoroughly planned and evaluated against
conventional furniture alternatives. At a
minimum, project planning should involve the
following steps.

(a)} Establish the requirement and coordinate
with all affected activities; the project
office, property management, space and
facilities management, procurement, and
budget offices, as appropriate.

(b) Evaluate all conventional furniture
options including existing inventory,
items available through reassignment or
from excess, and conventional furniture
lines available from the GSA supply
program and Federal Supply Schedules.

{(c) Obtain professional space planning and
design services through use of either in-
house resources, reimbursable planning
agreements with GSA's pPublic Buildings
Service staff, or private design firms
(with a GSA waiver, if applicable).
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Perform a thorough cost justification
analysis following the format ocutlined in
Paragraph 2-0401b(2).

Each project shall include the following:

1 A certification by the Departmental
element's personal property manager
that the proposal satisfies
requirements governing the use, repair,
rehabilitation, and disposal of
property and that a furniture system is
necessary.

2 A certification by the Departmental
element's space manager that all design
considerations have been adegquately
reviewed and that acquisition of a
furniture system would be the most cost
effective and efficient space solution.

Approval for Furniture Projects. The heads of

Departmental elements, and the Agsistant
Secretary for Administration for the Office of
the Secretary, are authorized to approve
proposals for furniture egystem requirements.
Project approvals shall be as follows:

(a)

(b)

(c)

For projects under $500,000, the head of a
Departmental element may partially or
wholly redelegate approval authority but
not below the level of an office director
at Headquarters or the head of a field
office or equivalent.

For projects $500,000 and over, the head
of a Decpartmental clcment may partially or
wholly redelegate approval authority but
not below the level of Associate
Administrator.

For projects costing $1,000,000 and over
an information copy of the project plan,
cost comparison analysis, and approval
signature shall be forwarded to the
Assistant Secretary for Administration
(ATTN: M-44) after final approval.
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SECTION 5. SOURCES FROM WHICH TQ FILIL, THE ESTABLISHED

2-0501.

2-0502,

2-0503.

2-0504.

REQUTREMENT

Use of Program Funds. To obtain maximum benefit from
program funds, only the equipment that contributes to
the successful completion of the respective program
shall be acquired with program funds. The provisions
outlined in FPMR 101-26.103-1 shall apply.

Priorities for Use of Supply Sources. The priorities
outlined in FPMR 101-26.107 shall be utilized in filling

requirements.

Requests for Waivers. When requirements cannot be
satisfied from assets on hand or from the GSA
recommended sources, a waiver from the requirement to
use the GSA sources shall be submitted in accordance
with FPMR 101-26.100-2.

Utilization of Department of Defense Supply Sources.
Existing agreements between the General Services
Administration and thc Decpartment of Defense, as
promoted in FPMR 101-26.600, make the Defense Logistics
Agency and the military Inventory Control Points wviable
sources of supply for civil agencies. It is the policy
of this Department that all DOT activities shall utilize
DOD sources of supply to the maximum extent possible
under the provisions of the FPMR and consistent with
economies and efficiencies of operation. Each
Departmental element shall strive to avoid duplicate
stocking or double handling of DOD supplied items when
shipment can be made direcl frum Lhe DOD suvurce Lo Lhe
DOT user in an eccnomical and timely manner.
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Chapter 3

THE ACCQUNTABILITY PROCESS FOR EQUIPMENT

SECTION 1. ORGANIZATION FOR EQUIPMENT ACCOUNTABILITY

3-0101.

3-0102.

Basis. The primary basis of accounting for equipment is
to control and verify acquisitions; to document the cost
to the program that is charged with its expense; and to
manage the equipment efficiently and cost effectively.
The accountability system provides a tool for use by
managers at all levels for equipment utilization and
control. The level and cost of accountability and the
degrce of control must at all times be tempered with the
risk consequences and program impact if the equipment is
missing lost, damaged, or destroyed.

Responsibilities.

a. Heads of Departmental elements, as well as all
managers have an inherent responsibility for the
management of all property under their jurisdiction.
These responsibilities are derived from the general
authority pertaining to their organizational status
or position, and are set forth in the Department's
Organization Manual. Depending upon the scope of
the activities involved, responsibilities will be
carried out directly by the person in charge or
through the assistance of a staff selected to
perform these duties either on a full-time basis or
in addition to other duties. The Heads of
Departmental elements are responsible for ensuring:

(1) The effective administration and maintenance of
an accountability and control system that
encompasses all personal property within the
element. The system shall be consistent with
the requirements of this directive, and shall
be uniformly applied to each accourtable area
within the element.

(2) That managers at each echelon are held
accountable for the receipt, use, maintenance,
and disposal of equipment provided or acquired
by any means to support a program objective.

(3) The designation of Property OQOfficers and
Property Custodians.
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(4) The issuance of detailed cperating procedures
that provide optimum protection against fraud,
waste, and abuse of Government property.

(5) That periodic evaluations of the property
management system are conducted for performance
and effectiveness.

Property Officers are responsible for ensuring:

(1) The administration and maintenance of an
effective property accountability and control
system within the accountable area for which
they have been designated Property Officer.

{2) The designation of, or acting as, the
Accountable QOfficer.

(3) The designation ot custcdial areas within the
accountable area, -

{(4) That a Property Custodian is designated, in
writing, by the Program Managers for each
custodial area. o

(5) The training of Property Custcdians in the
processes and procedures for equipment
management; the Property Custodian interface,
actions, and responsibilities with the Property
Officer; and the interface of the property
management role and the program.

(6) That Property Custodians have current records
of the equipment for which the custodians are
responsible.

(7) That physical inventories are taken in
accordance with Section 4 of this Chapter.

(8) That, with respect to capitalized property, the
property and financial records are reconciled
at least quarterly in accordance with
DOT 27C00.12.

(9) That Reports of Survey for lost, damaged, or
destroyed equipment are promptly prepared and
processed in accordance with paragraph 3-0602
of this Handbook.
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The conduct of periodic evaluations of the
property management system for performance and
effectiveness.

Property Custodians are responsible for:

(1)

(2)

(3)

(4)

(5)

{(6)

(7)

Maintaining current custodial records for all
accountable equipment that is within their
assigned custodial area. Basically, the
Property Custodian is the Program Manager's
representative to maintain property records for
a designated custodial area.

Initiating or processing, in accordance with
Departmental element procedures, documents
affecting the accountability or custody of
equipment. Ensuring that all movement of
accountable equipment into or out of the
custodial area is documented, and that
documentation is provided to the Property
Officer. When accountable equipment is
received in the Property Custodian's area prior
to receipt by the Property Officer, the
specific information outlined in Para-

graph 3-02014 shall be provided to the Property
Officer within 3 business days.

Continuing surveillance to ensure that
equipment is given proper care and protection,
and is used only for official purposes.

Ensuring that correct information is included
and signing, when appropriate, form DOT
F 1660.2, Property Removal Record.

Identifying and reporting to the Property
Officer any equipment which is not required for
use in the custodial area.

Ensuring that equipment that is determined to
be missing, lost, allegedly stolen, or damaged
(sufficiently to warrant a Report of Survey) is
promptly reported to the Security Office.

Notifying the Property Officer when equipment
is missing, lost, allegedly stolen, or damaged
sufficiently to warrant a Report of Survey.
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(3)

(4)
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Assisting in the taking of required physical
inventories, by ensuring that all equipment is
physically located in the custodial area and is
available for the inventory team to examine.

If equipment is not available during the time
of the physical inventory, the Property
Custodian shall have on hand a valid document
to account for the absence of the equipment.

Conducting a personal physical inventory when
deemed appropriate.

DOT employee is responsible for:

The proper use, care, and protection of
Government property entrusted to them.

Ensuring that Government property is used only
in the conduct of official Government business.

Ensuring that Government property which is
missing is promptly reported to the Property
Custodian and the Security Office.

Supporting the Property Custodian by ensuring
that the Property Custodian is advised when
equipment is moved from one location to
another.

3-0103. Structural Framework for Equipment Accountability.

a.

The Accountable Area Concept. The "Accountable

Area" concept for controlling accountable equipment
is prescribed for application throughout the
Department. This concept defines and documents
diverse equipment control arrangements used by the
Departmental elements. The application of this
concept ensures that:

(1)

(2)

(3}

(4)

The accountability system encompasses all
appropriate equipment.

All equipment requiring capitalization is
recorded in the financial accounts.

Responsibilities for the accountability system
are clearly assigned.

The composition, location, and maintenance of
equipment records are identified.
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Designated Accountable Areas. This paragraph
describes the structure of Accountable Areas
currently established throughout the Department.
This handbook requires no change in this structure,
nor does it preclude a Departmental element from
making subsequent changes. However, when changes
are made, the Assistant Secretary for Administration
(ATTN: M-44) shall be provided written notification
of the change.
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ACCOUNTABLE AREA STRUCTURE

Departmental Element Accountable Areas
FAA The entire element constitutes an accountable

uscG

FHWA

MARAD

FRA, FTA, NHTSA,
RSPA, SLSDC, OIG,
and OST {less 0OIG)

area for aircraft and installed avionics.
For all other equipment each of the following
organizational components is a separate
accountable area:

FAA Headguarters

Each Region

FAA Technical Center

FAA Aeronautical Center

The entire element constitutes the
accountable area for (1) aircraft and (2)
vessels. For all other equipment, each of
the following organizational components is a
separate accountable area:
Coast Guard Headquarters
Each Headquarters Unit with a
designated Property Officer
Each Maint. & Logistics Command
Each Maint. & Log. Cnd. Unit
w/a designated Property Off.
Each District Office
Each Dist. Unit w/a designated
Property Officer

Each of the following organizational

components is a separate accountable area:
FHWA Headgquarters

Each Region

MARAD Headgquarters including each Region and
each Area Office

Each National Defense Res. Fleet (NDRF} Site
U.S. Merchant Marine Academy

MARAD owned vessels in NRDF, including RRF
MARAD owned vessels on loan

Vessels in MARAD custody but owned by others
Title XI vessels

Shore based spares

Each element in total is an accountable area
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The Custodial Area - An Extension of the Accountable
Area,

(1) Determining the number of custodial areas that
are appropriate for any given accountable area
is left to the discretion of the Departmental
element. However, a custodial area should not
be so large as to make it impracticable for a
single individual to effectively carry out the
responsibilities of Property Custodian.

(2) The environment of the Property Custodian is
unigue when compared with other positions of
employment. Significant is the fact that the
Property Cusbtodian is normally a collateral
duty, and the Property Custcdian is an
individual whose training and expertise is in
some field other than property management.
However, this individual is the connecting
link, at the user level, between the program
portion of the Departmental element and the
property accountability and control portion.
It is through the Property Custodian that the
Property Officer works to assist in the
requirements determination, the accountability
process, the conduct of physical inventories,
and the flow of documentation that is necessary
for effective control of equipment needed to
carry out the program.

PROCEDURES AND CONTROLS

-0201. Equipment Records.

c.
SECTION 2.
3
a.
b.

Equipment accountability must include appropriate
procedures for keeping records of physical
quantities of Government property, its acgquisition
cost, and its location. The property record should
be designed to be of maximum assistance in

(1) filling the requirements for equipment;

(2) utilization of equipment including the
identification of equipment that is no longer
required; and (3) recording its use, transfer, or
disposal in accordance with Federal regulations.

The basic requirement to be observed by all
Departmental elements is that equipment meeting
specific criteria shall be recorded in the formal
property records.
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Formal property records shall be maintained for all
equipment that:

(1) Meets the capitalization criteria outlined in
DOT 2700.12, of 8-2-77.

{2) Is included in the sensitive items list in
paragraph 3-0202b or is determined by the
Departmental element to be sensitive.

(3) 1Is borrowed or leased.
(4) Has an acquisition cost of $1,000 or greater.
Special requirements for FIP software.

(1) In accordance with the GAQ Policy and
Procedures Manual for Guidance of Federal
Agencies software valued at $5,000 or more with
a useful life of 2 years or greater shall be
capitalized as equipment.

{2) Given the unique characteristics of proprietary
software licenses and software sensitivity, the
control and accountability of proprietary
software licenses shall be maintained by the
Information Resources Management programs of
the Operating Administrations.

As a general rule, equipment should be recorded on
an individual item basis. No specific format or
content is prescribed for the official property
record; the record may be maintained on an automated
system or may be maintained manually. However, as a
minimum, the individual record shall contain the
following data:

(1) Item nomenclature, model number, serial number
and manufacturer.

(2) Acquisition cost.
(3) Date of acquisition.

(4} Purchase Order Number, or Receiving Document
Number.,

(5) Location (as a minimum, the custodial area).

(6) Quantity.
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(7) Information required to support the financial
accounts,

When considered advantageous to do so (other than
for capitalized eguipment and Federal Information
Processing equipment), records for some equipment
may be maintained (1) as a group or (2) on a system
basis. Under the group method, multiple quantities
of an identical item of equipment may be recorded as
a single record unit. The system method may be used
when: (1) two or more individual items (equivalent
components) are configured or utilized together in
such a way as to become an integral part of an
equipment system; and (2) the system is considered
to be incomplete or inoperable with the absence of
any one of its component equipment items. Under the
system method, the entire system may be recorded as
a single record unit. Care must be taken to ensure
that individually accountable components are not
lost in the unit or system. The method of
maintaining records shall be specified in the
internal property management procedures of each
Departmental element.

The official property records for equipment that is
capitalized shall be reconciled with the financial
accounts at least quarterly, as required by

DOT 2700.12.

3-0202. Special Requirements for Sensitive Equipment.

a.

Some equipment, regardless of its acquisition cost,
is by its nature subject to theft, loss, conversion
to perscnal use, or for some other reason must be
subject to more stringent controls than other
equipment,

The following items are considered sensitive, and
shall be maintained on formal property records.

Accounting and Calculating Machines, Typewriters

Federal Data Processing (FIP) Equipment

Photographic equipment (Cameras and development
equipment}

Portable communications and telecommunications
equipment

Recorders, televisions, radios, phonographs, and
other audio-visual equipment

Test equipment and Optical Instruments

Binoculars

Weapons (firearms) and ammunition
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In keeping with sound management practices, there
will be times when maintenance of individual records
is not cost effective. Therefore, individual items
of equipment costing less than $100 at acquisition,
regardless of sensitivity (except firearms and
ammunition), are not required to be recorded in
accountable property records and do not need to be
subjected to formal accountability. However, when
deemed appropriate for sound management reasons, the
items may be recorded on group records.

3-0203. Accountability for Stored Equipment.

a.

SECTTION 3.

Equipment that meets the criteria set forth in
Paragraph 3-020lc that is stored, held in a
warehouse, or held in a holding area, shall be
recorded on formal property records.

Ttems of furniture that are in storage shall be
maintained on perpetual inventory records; each
discrete line item of furniture will be recorded on
a separate record. As a minimum, furniture records
shall reflect item nomenclature, stock number,
quantity, value, and location. All debit and credit
transactions shall be documented and posted promptly
to the records.

THE ACCOUNTABILITY PROCESS

3-0301. Entry of Equipment into the Official Property Record.

a.

All receipts of equipment shall be documented;
whether such equipment is acquired from Government
or commercial sources, fabricated in Government
shops, donated, recovered, seized, or obtained by
transfer from another Government agency. Equipment
received shall be recorded on a receiving report to
provide a document to the accounts and records and
to substantiate the expenditure. Property Officers
shall establish formal property records for all
accountable equipment (that meets the criteria in
Paragraph 3-0201c) immediately upon receipt of the
equipment.

Procedures shall be established to ensure that
signatures acknowledging receipt are obtained for
all deliveries or movement of equipment to using
individuals. Property Officers shall ensure that
accountable equipment is assigned, for control
purposes, to a designated Property Custodian and



Page 3-14

DOT H 4410.4

that the formal property records reflect such
assignment. Transfers of accountable equipment
between Property Custodians shall be documented and
posted promptly to the formal property record and to
the appropriate custodian record.

c. Each item of equipment entered into the property
records shall be assigned to a Property Custodian.

d. To assist Property Custodians in the control of
equipment in their respective area, it is
recommended that equipment be assigned to the using
individual via Hand Receipt (DOT F 4420.4) oL a
similar form. In addition to facilitating the
accountability of individual items, the Hand Receipt
may be used for group control feor all "like
equipment' within an area and for controlling items
for which formal records are not required.

Use of Bar-Code Technology. Bar-code symbology is a
method used to identify equipment and physical inventory
locations. Bar-codes consist of rectangular bars and
spaces arranged in a predetermined pattern to represent
coded elements of data that can be automatically read
and interpreted by automatic bar-code reading devices.
The bar codes are placed on labels which are attached to
the equipment and physical inventory locations. Bar-
coding for the equipment accounting application will
greatly enhance the capability to monitor the movement
of equipment and is an effective tool for use in the
physical inventory process. For standardization
purposes, the 3-0f-9 bar-code (code 39 label) is a
variable length, self-checking, bi-directional, discrete
alphanumeric bar-code. It is the standard symbology
used throughout the Government for use with all property

3-0302.

accounting systems.
SECTION 4. PHYSICAL INVENTORIES
3-0401.

Conduct. Physical inventories are necessary to validate
the official property record and are part of the overall
equipment management process. They are used to verify,
(1) that equipment carried on the record is physically
located in the custodial area where assigned; (2} that
all accountable equipment is included on the property
record; and (3) provide information on the utilization
of equipment. The Property Officer, nor any other
accounting official, i.e. Property Custcdian, shall not
singularly conduct the actual physical inventory. This
is to ensure the separation of duties for internal
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3-0402.

3-0403.

control purposes. This separation does not relieve the
Property Officer and the Property Custodian from
ensuring that. equipment is centrally or conveniently
located, identified, counted, and recorded during the
physical inventory process.

Frequency.

a. Equipment that 13 vapitalized shall be inventoried
in accordance with DOT 2700,12. Results of the
physical inventory shall be reconciled with the
general ledyer accounts and other subsidiary
property records as soon as possible.

b. TItems that are considered sensitive, and in
particular 1P eguipment, shall be inventoried
annually.

¢. Accountabile cguipment that is not capitalized shall
be ilnventoried at a frequency commensurate with
sound business pracltice as established by the
Property Officer. As a minimum, this inventory
shall bLic¢ acoomplished at least every 3 years.

d. Regardless of the date of the previous inventory,
eachh Lime there is an accounbable officer (i.e.,
Property Utficer, Property Custodian) change, a
complete physical inventory of the entire equipment
inventory iist shall be performed for the entire
area concerned. Al this time, the new accountable
person shail sign a statement that verifies the
accuracy of the ionventory list and accepts and
assumes accountability for equipment in the
designalted area. The departing accountable person
shall be held accountable for equipment that is not
located until relieved by appropriate action,

Reports. FEach Departmental element shall submit a
consolidated, annual report that will provide
information on the bheginning and ending fiscal year
inventory valuc. The report, to be submitted to the
Assistant Secretary (for Administration (ATTN: M-44),
shall include:

a. The acquisition cost of the tetal inventory on hand
at the begianiang of the fiscal year.

b. The Lolal acquisition cost of items that could not
bpe located in the areas inventoried.
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c. The total acquisition cost of items that are being
processed under Report of Survey procedures.

d. The acquisition cost of the total inventory on hand
at the end of the fiscal year.

SECTION 5. PHYSICAL SECURITY FOR_EQUIPMENT

3-0501.

3-0502.

General. Requirements for physical security planning
are set forth in DOT 1600.26A, Department of
Transportation Physical Security Program. Program
Mangers, Property Officers, Property Custodians, and
accountable persons shall ensure, in coordination with
their servicing security element, that necessary actions
are taken to physically protect the equipment for which
they are responsible.

Removal of Equipment from Buildings.

a. Controls. To enhance the control of Government
equipment and prevent the unauthorized removal of
equipment from DOT buildings, the following is
policy. Government equipment may be removed for
official use only. Personal use of Government
equipment ig not authorized.

(1) At buildings where DOT is the sole or primary
tenant and where entry/exit for the building is
subject to guard coverage, the controls cited
in Paragraph 3-0502b apply.

(2) At buildings where DOT is not the primary
tenant, but where entry/exit is subject to
guard coverage, the DOT elements shall consult
with the primary tenant and/or GSA to establish
controls., Controls shall be as stringent as
those outlined in Paragraph 3-0502hb.

(3) At buildings where entry/exit is not subject to
guard coverage, controls shall be developed to
ensure that equipment removal procedures meet
the approval of the Property Officer and the
Office of Security.

b. Documentation gf cControls.

(1) Each individual who removes an item of
Government-owned equipment, leased or borrowed
equipment, contractor-owned equipment, or
personally-owned equipment shall present to the
Security Guard a completed form DOT F 1660.2,
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Property Removal Record (multicopy form to be
completed in three copies).

(a) DOT employees shall complete Parts A and B
of DOT F 1660.2.

(b) Non-DOT employees shall complete Parts A
and C of DOT F 1660.2.

The Security Guard at the exit point shall
ensure that the DOT F 1660.2 is complete as
prescribed in Paragraph 3-0502b.(1). The guard
will verify that the equipment described in
Part A matches the equipment being removed,
i.e., nomenclature, make, model, serial number
and/or bar code.

(a) If the individual is a DOT employee, or on
duty with DOT, and their identity is
verified by a valid DOT identification
(ID) card, the individual will be
permitted to remove the equipment.

(b) If the individual is: (1) an employee or
representative of a contractor, vendor, or
supplier and is removing equipment which
has been demonstrated or is being removed
for maintenance, etc.; or (2) if the
individual is an official visitor removing
equipment pursuant to a visit, the guard
will call the DOT office having knowledge
of the action (preferably the Property
Office) and obtain verification.
Alternatively, the office having knowledge
should have an employee accompany the
individual to the guard office to verify
the action. In this event, the DOT
employee will use his/her DOT ID card for
identification. If the guard cannot
obtain verification of the action as
provided above, the individual will not be
permitted to remove the property without
the express consent of the Office of
Security.

(¢) After the guard has verified the
documentation as prescribed above, the
guard will complete Part D of DOT F
1660.2. Copy number three of DOT F 1660.2
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will be given to the person removing the
equipment.

(3) The original and copy number two of the
completed DOT F 1660.2 shall be provided to the
Security Office at the beginning of each duty
day. In turn, the Security 0Office will
immediately forward the original to the
appropriate Property Custodian. The Property
Custodian will advise the Property Officer of
the removal. If the equipment was DOT-owned,
controls shall be maintained to ensure that the
equipment is returned. If the removal was not
authorized the Office of Security will be
notified immediately.

{(4) DOT personnel (e.g., photographers carrying
camera equipment, accident investigators
carrying specialized equipment, etc.) who have
a continuing and routine need in the
performance of their duties to carry
Government-owned equipment from DOT buildings
may be issued a Property Security Pass,

DOT F 1660.3. These serially numbered forms
may be issued for a period not to exceed 1
year, at the conclusion of which they will be
revalidated and reissued, when appropriate.

Forms Availability. DOT F 1660.2, Property Removal
Record, can be obtained from the Office of
Administrative Services and Property Management,
Utilization and Storage Section (M-443.2). DOT F
1660.3, Property Security Pass, is issued by the
Office of Security (M-70) to requesting Departmental
elements.

. RELTEF FRCOM EQUIPMENT ACCOUNTABTT.TTY

3-0601.

General. An individual assigned an accountability role

is relieved of accountability only upon acceptance of
the accountability by a successor, or by some other
process that provides documented authority to relieve
the individual of accountability. When an item of
equipment is removed from an accountable area because

the equipment is no longer required, is excess, is to be

disposed of by sale or donation, or other authorized
mcans, it shall be listed on a transfer or disposal
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document and made a part of the permanent property file.
Lost, damaged, or destroyed equipment shall he
documented by a Report of Survey in accordance with this
section.

Accounting for Lost, Damaged, or Destroyved Egquipment.

a.

When a Report of Survey is Required. A Report of
Survey shall be conducted when Government equipment

is lost, damaged, or destroyed, except as provided
in Paragraph 3-0602b. It is the ultimate objective
of each survey to determine:

(1) Whether the loss, damage, or destruction was
the result of gross negligence or willful
intent.

{(2) Whether employee responsibility does or does
not exist,

In those cases where it is determined that employee
responsibility exiests, consideratien shall be given
to subjecting the responsible individual(s) to
pecuniary liability and/or disciplinary action.

A Report of Survey is not required for the
following:

(1) Loss, damage, or destruction of equipment
having a unit acquisition cost of less than
$1,000, except for sensitive items where the
threshold is $100, unless the Property Officer
or higher management authority determines or
has reason to believe that neglect, misuse,
theft, or fraud is a contributing factor in the
case. In all cases where equipment is carried
on the formal property record, a document shall
be generated to support its removal from the
record. The Report of Survey format may be
used for this purpose as long as it is signed
by a duly authorized approving official. 1In
such cases, that portion of the Report of
Survey form which cites the circumstances under
which the loss/damage occurred shall be
completed in detail by the Property Officer.

(2) Inventory credit adjustments, when such
adjustments have been properly certified to be
the apparent result of inventory transaction
processing discrepancies and there is no reason
to suspect neglect, misuse, theft or fraud.
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Again, the Report of Survey is the appropriate
format for documenting the adjustment,

c. Roles and Responsibilities.

(1)

(2)

(3)

Individual Emplovees. Each employee is
responsible for the proper use, care and
protection of Government equipment in their
possession, custody, or contrel. An employce
may be held financially liable and may be
subject to disciplinary action for the loss,
damage, or destruction of equipment resulting
from gross negligence, misuse, or willful
destruction. It is the responsibility of each
employee to immediately report lost, damaged,
or destroyed equipment when such eguipment was:

(a) Assigned to the employee's care.
(b) 1In the employee's possession.
(c) Otherwise under the emplovee's control.

Property Custodians will:

(a) Immediately initiate survey action for
equipment within the assigned custodial
area when such action is not initiated by
an individual employee.,

(b) Forward a Report of Survey initiated by
individual employees to the Property
Officer after reviewing for completeness
and accuracy. The Property Custodian may
attach a statement to the report if it is
germane to the case.

(c) Update the custodial record or listing, as
directed by the Property Officer, based
upon the outcome of survey action.

!

Property Officers will:

(a) Ensure that Report of Survey action is
initiated when appropriate.

(b) Assist in initial preparation of the
report as necessary.
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{c)

(a)

(e)

(£)

(g)

(h)
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Ensure that the Report of Survey contains
all information required for subsequent
processing,

Fully coordinate all matters involving
financial considerations with the
servicing financial accounting cffice,
including determination of equipment
values and actions affecting the equipment
records or accounts.

Asgign a case number to each Report of
Survey. Establish a case file for each
report and maintain a record of all cases.

Take action to remove the lost or
destroyed equipment from the property
record immediately upon approval of the
case by the Approving Official.

Forward a copy of the Report of Survey to
the servicing Security Office for their
assistance in locating the egquipment and
preventing recurrence.

Refer cases to the Survey Officer or
Survey Board as appropriate.

Survey Officer/Survey Board will:

(a)

{b)

(c)

(d)

Investigate circumstances surrounding the
luss, damage, or destruction.

Determine findings and make
recommendations based on actual
investigations and consideration of
available information and evidence that is
available.

Prepare written findings and
recommendations and refer the case to the
Approving Official.

Recommend action(s) to prevent recurrence
of incidents of loss, damage, or
destruction of property.
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(5) Approving Official will:

{a) Determine that the investigation performed
by the Survey Officer/Board is adequate,
and that the recommendations are clearly
supported by the finding.

(b) Approve the report or reject the report
and return it for additional
investigation.

3-0603. Dpesignation of Survey Officer(s) and Survey Board(s).

Each Departmental element shall designate, either
permanently or on an as-required bagis, Survey
Officer(s}) and Survey Board(s). Designations shall be
confirmed in writing, and will include name and position
title. For Survey Boards, an individual shall be
designated to serve as chairperson of the board. The
Property Officer, the Property Custodian, the Approving
Official, or the initiator of a Report of Survey cannot
be appointed or serve as a Survey Officer or as a member
of the Survey Board.

. 3-0604. Conduct of the Survey.

a. When equipment is lost, damaged, or destroyed the
Property Officer shall ensure that a Report of
Survey is initiated.

b. Upon receipt of the Report of Survey, the Property
Officer will assign a number to it and establish a
case file. The Property Officer will add comments
to amplify the originator's statement and recommend
referral of the case to a Survey Officer or Board.
All Reports of Survey covering losses, destruction,

or damages exceeding $25,000 shall be referred to a
Survey Board.

c. In accordance with the responsibilities contained in
paragraph 3-0602a(4), the Survey Officer/Board will
fully investigate each report and will make written
findings as to the facts surrounding the loss,
damage, or destruction. Aall evidence, testimony,
and other data considered during the investigation
will be clearly documented. In some cases it may be
appropriate to solicit advice from the General
Counsel. After completion of Lhe invesbligation,
either a finding must be made clearing all personnel
of responsibility, or a finding of employee

. responsibility will be made. The report shall
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include a recommendation to impose pecuniary
lability, disciplinary action, or both. An employee
will not be held responsible for performing or
failing to perform an action because of reasonable
error in judgement or a normal phvsical limitation.
Recommendations involving pecuniary liability must
be based on acceptable evidence of willful intent or
gross negligence on the part of the individual.

The Report of Survey will be referred to the
Approving Official upon completion of investigation.
The Approving Cfficial will either approve the
findings and recommendations or direct further
investigation by the Survey Board/Officer. Action
will continue on a case until it is approved.

Approved Reports of Survey, where there is no
evidence to prove lack of employee responsibility,
will be referred to the Property Officer and the
cagse file will be closed. Reports of Survey which
involve employee responsibility will be taken as
prescribed in paragraph 3-0605.

3-0605. Findings.

a.

Upon completion of the investigation, a finding must
be made by the Survey Board or Survey Officer. The
finding will state specifically that all personnel
are cleared of responsibility, or employee gross
negligence or willful neglect has been found.

When disciplinary action has been recommended and
that recommendation is approved by the Approving
Official, the matter will be referred through
appropriatc supervisory or command channels for
disciplinary procedures. If pecuniary liability is
not involved, the Property Officer will close the
case file at this point.

When pecuniary liability is recommended and
approved, the following action will be taken:

(1) A written notification will be forwarded to the
individual(s) concerned citing the approved
survey findings. The notification will request
voluntary restitution. The amount of the
pecuniary liability will be determined jointly
by the Property Officer and the Financial
Accounting Officer as follows.
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(a) Lost, destroyed, or irreparably damaged
equipment: The charge will he the
original acquisition cost of the equipment
less an allowance for depreciation. In
the absence of a method which more
accurately reflects the depreciated value
of the equipment, the straight line method
of computing depreciation may be used.
Credit for scrap or salvage, if
applicable, will also be allowed.

(b) Reparable equipment: The cost of
restoring the equipment to a condition
comparable to that at time of damage will
be charged, provided such cost does not
exceed the depreciated value of the
equipment or replacement thereof.

(2) If the individual(s) agree to make voluntary
restitution, the case will be referred to the
servicing accounting office for collection.
The Property Officer will close the case file
when notified by the Accounting Office that
collection has been effected.

(3) If the individual(s) do not agree to make
voluntary restitution, the Approving Official
shall obtain a written opinion from the General
Counsel or the appropriate Chief Counsel, as
the case may be, with respect to asserting a
claim against the employee(s). Further action
on the case will be predicated on guidance
received from Counsel.

Report of Survev Format and Forms Availability. Forms
presently used by Departmental elements for documenting
Reports of Survey may continue to be used. A
Departmental element that does not have a form for this
purpose may adopt the sample shown in Appendix B. Forms
are available from the Office of Administrative Services
and Property Management, Utilization and Storage Section
{M-443.2).

Reports. Each Departmental element shall submit a
report to the Assistant Secretary for Administration
(ATTN: M-44) 30 days after the close of each fiscal
year providing the following information:

a. Number of Reports of Survey processed during the
fiscal year and the total acquisition cost of
equipment included on the processed Reports of
Survey.
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b. Number of Reports of Survey and total acquisition
cost in which all parties were relieved of any
liability or responsibility for the loss, damage, or
destruction.

c. Number of Reports of Survey and total acquisition
cost in which an individual(s) was(were) held
pecuniary liable.
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CHAPTER 4

REUTILTIZATION, STORAGE, AND DISPOSAL OF EQUIPMENT

SECTION 1, REDISTRIBUTION OF EXCESS EQUIPMENT

4-0101.

4-0102.

General. To obtain the maximum reutilization and to
minimize the procurement of new egquipment it is
Departmental policy to redistribute equipment that is no
longer required for the purpose for which it was
acquired, This is also required by Federal regulations.
Equipment which is no longer needed by a Departmental
element shall be reported as outlined in this chapter
and made available for trangfer to other components of
the Department. Excess equipment shall be acquired when
an approved requirement exists which can best or most
economically be met by using the excess equipment.
Activities of the Department shall, to the extent
practicable, fulfill their requirements for equipment by
acquiring from excess rather than by procurement of new
property. WwWhen excess equipment can be substituted for
equipment which is being acquired by lease or purchase
or can be adapted for other use, acquisition action for
new cquipment shall immediately be discontinued.

Redistribution of Equipment Within Departmental
Elements.

a. Heads of Departmental elements shall maintain an
effective system for redistribution of equipment
within the element prior to declaring the equipment
as excess. Each element is authorized to determine
the redistribution procedures that are best suited
Lo its particular needs. As a minimum these
procedures shall provide for:

(1) Continuous efforts to promptly identify
equipment that is no longer needed by the
current holding activity.

{2) Prompt and accurate reporting and screening of
equipment that is available for reassignment.

{3) Controls to ensure that new equipment is not
acquired when suitable equipment can be
reassigned.
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b. Property Officers should be the focal point for the
screening of equipment that is no longer needed.
Further, all requests for new equipment should be
processed through the Property Officer prior to
acquisition to ensure that there is no equipment on
hand or in the excess program that will meet the
requirement.

Redistribution Procedures.

a. Redistribution of Equipment other than Federal
Information Processing (FIP) Egquipment.

(1)

(2)

(3)

Departmental elements shall have first priority
in obtaining equipment that is held by and not
needed by another Departmental activity.
Transfer may be effected at any time prior to
reporting to GSA. FPMR 101-43.304 requires
that certain equipment that is no longer needed
for use within the Department shall be reported
to GSA for Federal utilization screening. To
simplify reporting procedures and to reduce
disposition processing time, Departmental
redistribution screening will be conducted
concurrently with Federal utilization
screening.

When equipment that is no longer needed by a
Departmental element is reported to GSA, copies
of the reporting document shall be
simultanecusly transmitted by the reporting
activity to other Departmental activities in
accordance with the procedures outlined in
paragraph 4-0103b. For 20 days following
transmittal of the report to GSA, transfer
requests received from activities within the
Department shall be given precedence over any
other transfer requests.

During the 20-day Departmental screening
period, Departmental activities may effect
receipt of the equipment by submitting Standard
Form (SF) 122 (Transfer Order - Excess Personal
Property) directly to the reporting activity.
After the 20-day Departmental screening period,
requests must be submitted to GSA. Again, the
SF 122 shall be used.
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(4) Under the provisions of FPMR 101-43.309-5,
equipment that is no longer needed may be
transferred directly to another Federal agency
to meet a known need withcout reporting to GSa,
provided that the eguipment has completed the
Departmental 20-calendar day screening cycle
using the procedures in paragraph 4-0103b.

(5) Departmental redistribution screening for
nonreportable equipment (i.e., as covered by
FPMR 101-43.305) is not required. However,
nonreportable equipment may be screened when
the holding element feels that the equipment
has potential use within the Department. 1In
making this determination, c¢onsideration should
be given to such factors as equipment type,
value, condition, and location. The extent and
method ©of screening will be detcrmincd by the
holding element.

(6) Transfers of excess equipment within the
Department will be without reimbursement. The
reporting activity shall be responsible for and
bear the costs of care and handling of

. equipment pending transfer. Direct costs
incurred as a result of transfer (i.e.,
packing, preparation for shipment, and loading)
shall be borne by the requesting activity if
billed by the reporting activity. Overhead or
administrative costs or charges shall not be
included. The requesting activity shall be
responsible for arranging and paying
transportation costs.

b. Distribution List For Reports of Excess Equipment.

DISTRIBUTION LIST FOR_REPORTS QF EXCESS EQUIPMENT

Federal
Supply Group Distribution

15 Weapons Al

16 Aircraft Components & Acc AL

17 Alrcraft Launching, Landing, & GHE AT

19 Ship, Small Craft, Pontoons, & Flting Docks CLO

20 Ship & Marine Equipment CLO

22 Railway Equipment DHKL

23 Motor Vehicles, Trailers, & Cycles DEHKLO
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24
25
PAS
28
29
30
31
32
34
35
36
37
38

39
40
41

42
43
44

45
46
47
48
49
51
52
53
54
55
56

- 58

59
60

61
62
63
65
66
67
68
69
70

71
72

Tractors

Vehicle Equipment Components

Tires & 'Tubes

Engines, Turbines, & Components

Engine Accessories

Mechanical Power Transmission Equipment

Bearings

Woodworking Machinery & Equipment

Metalworking Machinery

Service & Trade

Special Industry Machinery

Agriculture Machinery & Equipment

Construction, Mining, Excacating, &
Highway Maintenance Equipment

Materials Handling Equipment

Rope, Cabkle, Chain, & Fittings

Refrigeration, Air Conditioning, & Air
Circulating Eguipment

Fire Fighting, Rescue, & Safety Equipment

Pumps & Compressors

Furnace, Steam Plant, & Drying Equipment;
and Nuclear Reactors

Plumbing, Heating, & Sanitation Equipment

Water Purification & Sewage Treatment Eqg.

Pipe, Tubing, Hose, & Fittings

vValves

Maintenance & Repair Shop Egquipment

Hand tools

Measuring Tools

Hardware & Abrasives

Prefabricated Structures & Scaffolding

Lumber, Millwork, Plywocod, & Veneer

Construction & Building Materials

Communication, Detection, & Coherent
Radiation Eguipment

Electrical & Electronic Eg. Components

Fiber Optics Materials, Components,
Assemblies, & Accessories

Electric Wire, & Power & Distribution Eq.

Lighting Fixtures & Lamps

Alarm, Signal, & Security Detection Systems
Medical, Dental, & Veterinary Eq. & Supplies

Instruments & Laboratory Equipment
Photographic Equipment

Chemicals & Chemical Products
Training Aids & Devices

General Purpose FIFP Equipment

4-0103d.
Furniture
Household & Commercial Furnishings &
Appliances

DOT H 4410.4

DEKL
DKLO
ADEHKL
ACDEHKLO
ACDEKLO
CEKLO
CELO
DELO
DEKLO

L

IL

O

CDEKL
CDEIKLO
BDEKLO

CELO
CDEHKLO
CEKLO

CcO
CDEKLO
CHLO
CDEKLO
CELO
ABCDKLO
ABDEKLO
BDEJKLO
BDEKLO
EKLO
DEKL
DEFKL

ABDEFHIKLO
BDEHKLO

EO

BCLO

BCDELO
ABCFRHKLO
BDEKLO
ABCEHJKLO
BDEHIKLO

BDL

BIJKLO

See Paragraph
this Handbook
ABDEFGHIJKLMNO

BDEILO
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74 Office Machines, Text Processing Systems &
Vigible File Equipment

75 Office Supplies & Devices

76 Books, Maps, & other Publications

79 Cleaning Equipment & Supplies

80 Brushes, Paints, Sealers, & adhesives

81 Containers, Packaging, & Packing Supplies

83 Textiles, Leather, Furs, Apparel &
Shoe Findings, Tents & Flags

84 Clothing, Individual Equipment, & Insignia

91 Fuels, Lubricants, 0ils, & Waxes

93 Nonmetalic Fabricated Materials

95 Metal Bars, Sheets, & Shapes

99 Miscellaneous

DISTRIBUTION LISTS

Distribution A

U.S. Coast Guard

Aircraft Repair and Supply Center
Aviation Inventory Control Point
Elizabeth City, NC 27909

Distribution B

U.S. Coast Guard Supply Center
Brooklyn (Code 340)
830 3rd Avenue
Brooklyn, NY 11232

Distribution C

U.5. Coast Guard Supply Center
Curtis Bay (Code 4320)
Baltimore, MD 21226

Distribution D

Federal Railroad Administration
Administrative Services Division, RAD-32
400 7th Street, S.w.

Washington, DC 20590

Distribution E

Federal Aviation Admin.

Mike Monroney Aeronautical Ctr.
Supply Mgt. Branch, AAC-480

P.O. Box 25082/6500 S. MacArthur
Oklahoma City, OK 73125
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BDEFGIJKLO
BDEFI1JKLC
BJL

BDELO
BDEKLO
BCDEKLO

BDL
ABLO
CDEKLO
BDLO
CDEKLO

Federal Aviation Admin,
FAA Technical Center

Materiel Branch, ACT-52
Atlantiec City,

NJ 08405
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Distribution F

Federal Aviation aAdmin,
Alaskan Region

Logistics Division, AAL-50
Anchorage Federal Office Bldg.
222 West 7th Avenue, #14
Anchorage, AK 99513

Federal Aviation Admin.
Eastern Region

Logistics Division, AEA-50
JFK Llnternational Airport
New York, NY 11430

Federal Aviation Admin,
Western Pacific Region
Logistics Division, AWP-50
P.0. Box 92007

World Way Postal Center
Los Angeles, CA 90009

Federal Aviation Admin.
Central Region

Logistics Divisicon, ACE-50
601 E. 12th Street
Kansas City, MO 64106

Federal Aviation Admin.
Southern Region

Logistics Division, AS0-50
P.0. Box 20636

Atlanta, GA 30320

Federal Aviaticn Admin.
Southwest Region

Logistics Division, ASW-50
Fort Worth, TX 76193-0000

Federal Aviation Admin.
Great Lakes Region
Logistics Division, AGL-50
2300 East bvevon Avenue

Des Plains, IL 60018

Federal Aviation Admin.

New England Region

Logistics Division, ANE-50

12 New England Executive Park
Burlington, MA 01803

Federal Aviation Admin.
Northwest Mountain Region
Logistics Division, ANM-50
1601 Lind Avenue, S.W.
Renton, WA 98055-4056

Distribution G

Federal Aviation Admin.
Headguarters Bldg Mgt Div,
800 Independence Avenue
Washington, DC 20591

Federal Highway Admin.
Operations & Services Div.

Prop. & Serv. Branch
400 7th Street, S.W.
Washington, DC 20590

Federal Highway Admin.

Region 1

Leo W. O'Brien Fed. Bldg., Rm 729
Clinton Ave. & N, Pearl Street
Albany, NY 12207

Federal Highway Admin.
ALG-500 Region 5
18209 Dixie Highway
Homewood, IL 60430

Federal Highway Admin.
Region 6

819 Taylor Street

P.0. Box 902003
Fort Worth, TX 76102
Federal Highway Admin.
Region 7

P.O. Box 419715

Kansas City, MO 64141
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Federal Highway Admin. Federal Highway Admin.

Region 3 Region 8

George H. Fallon Fed. Off. Bldg. 555 Zang Street, Room 400

31 Hopkins Plaza, Room 1633 Denver, CO 80228

Baltimore, MD 21201

Federal Highway Admin. Federal Highway Admin,

Region 4 Region 9

Suite 200 211 Main Street, Room 1100
1720 Peachtree Road, N.W. San Francisco, CA 94105
Federal Highway Admin. Federal Highway Admin.

Region 10 Eastern Federal Lands Hwy Div,
Koin Center, Suite 600 21400 Ridgetop Circle

222 S.W. Columbia Street Sterling, VA 22170

Portland, OR 97201

Federal Highway Admin. Federal Highway Admin.

Central Federal Lands Hwy Div. Western Federal Lands Hwy Div,
P.0O. Box 25246 610 E. Fifth Street

Denver, CO 80225 Vancouver, WA 98661

Distribution H

John A. Volpe National Transportation Systems Center
Adminislrative Services Branch (DTS-872)

55 Broadway, Kendall Square

Cambridge, MA 02142

Distribution I

Department of Transportation

Office of the Secretary

Chief, Personal Property Operations Branch (M-443)
400 7th Street, S.wW.

Washington, DC 20590

Distribution J

Research and Special Programs Administration
Office of Management and Administration (DMA-11)
400 7th Street, S.W.

Washington, DC 20580

Distribution K

Federal Railroad Administration
Transportation Test Center
Pueblo, CO 81001
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Saint Lawrence Seaway Development Corporation
Chief, Supply Division

P.0. Box 520

Massena, NY 13662

Distribution M

Federal Transit Administration

office of Management Planning (FAD-10)
400 7th Street, S.W.

Washington, DC 20590

Distribution N

National Highway Traffic Safety Administration
General Services Division (NAD-42)

400 7th Street, S.W.

Washington, DC 20590

Distribution O

Maritime Administration

Supply and Space Management Division (MAR-313)
400 7th Street, S5.W.

Washington, DC 20590

DOT H 4410.4
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. c. Redistribution of Excess Federal Information
Processing (FIP) Equipment.

(1)

(2)

(3)

Federal Information Processing (FIP) equipment
that is designed for and capable of performing
only a single function such as doppler
navigators, inertial navigation systems, radar
video data processors, alphanumeric generators,
etc., is excluded from the provisions of this
manual. Federal policy and procedures for the
reuse of FIP equipment are contained in Federal
Information Resources Management Regulation
(FIRMR) Part 201-23 and FIRMR Bulletin C-2.

FIP egquipment that is to be declared excess
shall be reported to the organizations listed
in paragraph 4-0103d. Components that are
outdated* and have an original acgquisition cost
(0AC) of less than $1,000,000 shall be screened
within the Department as outlined in paragraph
4-0103a.

FIP equipment having an OAC of $1,000,000 or
more shall be reported to GSA (KMAS) as
required by FIRMR 201-23 and FIRMR Bulletin
after internal DOT screening by the Office of
Information Resources Management (M-30).

FIP equipment that is not outdated and has an
OAC of $500,000 or more shall be reported to
the DCT Information Resources Management
Officer (M-30) for screening in accordance with
procedures contained in the DeparlmenlLal
Information Resources Management Manual
{DIRMM) ,

* OQutdated FIP equipment components are those which are more
than 8 years old, based on the initial commercial installation
date of that model of equipment, and that is no longer in current

production.
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DISTRIBUTION LIST FOR REPORTS OF EXCESS FEDERAL
INFORMATION PROCESSING EQUIPMENT

Department of Transportation - OST
Office of Information Systems and
Telecommunications Policy (M=-30)
Washington, DC 20590

U.S. Coast Guard Headquarters (G-ELM)
2100 Second Street, S.W.
Washington, DC 20593

Federal Aviation Administration
office of Management Systems (AMS-320)
Washington, DC 20591

Federal Highway Administration
Office of Management Systems
Data Systems Division (HMS=-40)
Washington, DC 20590

Federal Railroad Administration
Administrative Services Division (RAD-32)
Washington, DC 20590

Federal Transit Administration
Office of Management Information Systems (FAD-20)
Washington, DC 20590

National Highway Traffic Safety Administration
Automatic Data Processing Division (NAD-41)
Washington, DC 20590

St. Lawrence Seaway Development Corporation
Supply Branch

P.0O. Box 520

Massena, NY 13662

Maritime Administration
Office of Management Services (MAR-310)
Washington, DC 20590

John A. Volpe National Transportation Systems Center
Administration Services Branch (DTS-872)

55 Broadway, Kendall Square

Cambridge, MA 02142

Research and Special Programs Administration
Office of Budget and Programs (DMA-24)
Washington, DC 20590
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SECTION 2. STORAGE

4-0201.

4-0202,

4-0203.

Ceneral. Equipment shall not be placcd in storage
unless a "bona fide' need can be established for the use
of the equipment in the near future. When held in
storage the accountability requirements specified in
paragraph 3-0203 shall apply.

Restrictions and Limitations. Equipment shall not be
stored for more than 6 months without a written
determination to retain the item for a specific purpose
or project.

Exclusion. Equipment being held for emergency or
standby use are exempt from the requirements of
paragraph 4-0202. However, such egquipment shall be
labeled for the type emergency or for the intended
standby use.

SECTION 3. THE EXCHANGE/SALE PROCESS

4-0301.

4-0302.

General. Section 210(c) of The Federal Property and
Adminisirative Services Act of 1949, as amended,
permits, under regulations developed by GSA, agencies to
exchange or sell equipment and use part or all of the
proceeds from that sale in acquiring similar items of
equipment. FPMR 101-46 promulgates the Federal policy
and methods on the use of the authority. Within the
Department of Transportation, equipment should be sold
or exchanged when a replacement is deemed necessary, and
the proceeds of the sale or the exchange allowance shall
be applied to the acquisition of the replacement
equipment. Automatic Data Processing Equipment that
qualifies for exchange or sale shall first be reported
for reutilization as outlined in paragraph 4-0103¢c. No
attempt should be made to obtain Lurther utilization of
equipment which is eligible for replacement in
accordance with the standards prescribed by GSA.

Requirements Necessary to Meet Exchange/Sale Authority.
The application of exchange allowances or proceeds from
sales, in whole or part, for payment toward acquired
equipment is authorized only when all of the following
conditions are met:

a. The items of equipment sold or exchanged are similar
to the items acquired. Items shall be considered
similar when:
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(1) Both fall within any one of the categories
listed in paragraph 4-0302g.

(2) If items do not fall within the categories
listed in paragraph 4-0302g, the items to be
acquired are designed and constructed for the
same specific purpose as the items to be
replaced.

(3) DBoth constitute containers (rcccptacles/outer
shells) for items which are similar within the
meaning of (2) above.

(4) Both constitute parts for items which are
similar within the meaning of (1) and (2)
above.

The items exchanged or sold are not excess and the
items acquired are valid requirements for the
conduct of approved programs.

One item is to be acquired to replace one similar
item. The only exceptions to the one-for-one shall
be:

(1) In the event that there is a difference in the
number of items to be acquired to perform all
of the tasks in which the old items would be
used.

(2) 1In the case of containers.

There has been at the time of exchange or sale, or
at the time of acquisition if it proceeds the sale,
a written administrative determination to apply the
exchange allowance or proceeds of sale to the
acquisition cost of the acquired equipment.

The transaction will foster the economical and
efficient accomplishment of an approved program.

The equipment to be exchanged or sold does not fall
in any of the Federal Supply Classification Groups
or involves any of the types of transactions listed
in paragraph 4-0302Zh.

EXCHANGE/SALE CATEGORY LIST

In the acquisition, exchange, or sale of equipment
in the categories below, both the item to be
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acquired and the item to be replaced must fall
within a single category.
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(33)

Agriculture products, processed foods and forage.

Ammunition and ammunition components.

Animals and animal products.

Batteries, storage.

Cards, tabulating.

Ditching machines.

Dozer blades.

Drill presses.

Drugs, biclogical, and cfficial reagents.

Earth augers.

Graders, self-powered and towed.

Lathesg.

Machines, adding and calculating.

Machines, dictating and transcribing.

Machines, duplicating.

Machines, punch card, bockkeeping, tabulating and
accounting.

Machines, milling.

Mixers, concrete, portable or truck mounted.

Pile drivers.

Plows, snow, motorized.

Road rollers, wheeled and sheepfoot.

Saws, circular or band.

Scrapers, earth moving, towed.

Sedans, station wagons, coupes, limousines.

Spreaders, aggregate and lime.

Tractors, warehouse.

Tractors, wheeled or crawler, with or without

special attachments, up to 65 h.p.

Trailers, general purpose, multiple axle.

Trailers, general purpose, single axle.

Trailers, tank mounted.

Trucks, fork lift.

Trucks, general purpose, cargo and construction,

12,500 GVW through 28,000 GVW (including truck

tractors, dump, multiple drive, etc.)

Trucks, general purpose and utility, up to 12,500
GVW {including suburbans, carryalls, and sedan

deliveries).

Trucks, straddle.

Trucks, tank (special purpose trailer of which the
tank is an integral part of the construction).
Trucks, warehouse, platform, electric and gasoline

powered.
Typewriters, manual and electric.
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4-0303. Prohibited Actions and Conditions

a.

Items listed in any of the following Federal Supply
Classification (FSC) Groups are not eligible for
processing under the exchange/sale authority.

10 Weapons

11 MNuclear ordnance

12 Fire control equipment

14 Guided missiles

15 Aircraft and airframe structural components

16 Aircraft components and accessories

17 Aircraft launching, landing, and ground handling
equipment

20 Ship and marine equipment

22 Railway equipment

31 Bearings

32 Woodworking machinery and equipment except
lathes, milling machines, and saws, circular
or band

34 Metalworking machinery, except drill presses,
lathes, milling machines, and saws, circular
or band

40 Rope, cable, chain, and fittings

41 Refrigeration, and air-conditioning equipment
and air circulating equipment

42 Firefighting, rescue, and safety eguipment

44 Furnace, steam plant, and drying equipment; and
nuclear reactors

45 Plumbing, heating, and sanitation equipment

46 Water purification and sewage treatment

eguipment
47 Pipe, tubing, hose, and fittings
48 Valves

51 Hand tools

53 Hardware and abrasives

54 Prefabricated structures and scaffolding

55 Lumber, millwork, plywood, and veneer

56 Construction and building materials

68 Chemicals and chemical products, except
medicinal chemicals

71 Furniture

75 Office supplies and devices, except cards,
tabulating

83 Textiles, leather, furs, apparel and shoe
findings, tents and flags

84 Clothing, individual equipment, and insignia
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The exchange/sale authority does not authorize the:

(1)

(2)

(3)

(4)

(5)

(6)

(7)

(8)

(9)

Acquisition of equipment when such acquisition
is not otherwise authorized by law.

Acquisition of equipment in contravention of
any restriction upon the procurement of a
commodity, or any replacement policy or
standard, prescribed by the President, the
Congress, the Administrator of General
Services, or by DOT regulations.

Acquisition of equipment other than under a
consolidated purchasing or stores program or
Federal Supply Schedule contract where
procurement under such program or contract is
required by requlations or other directives
prescribed by the Administrator of General
Services. However, DOT elements acqguiring
equipment under and in accordance with such
program or contract may apply the exchange
allowance for or proceeds from the sale of
similar equipment in whole or part payment for
the equipment being acquired.

The sale, transfer, or exchange of excess or
surplus equipment in connection with the
acquisition of equipment.

Sale, transfer, or exchange of strategic and
critical materials, unless the provisions of
FPMR 101-14.103-2 are met.

Sale, transfer, or exchange of Nuclear
Regulatory Commission (NRC) controlled
materiale as defincd in TFPMR 101-43] excepl in
accordance with applicable regulations of the
NRC (see 10 CFR Parts 30, 40, and 70).

Sale or exchange of narcotics except in
accordance with FPMR 101-44 and 101-45.

Sale of equipment in new or unused condition in
connection with the acquisition of equipment.

Sale, transfer, or exchange of scrap materials
in connection with the acquisition of
equipment.
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{10) Even though otherwise eligible, the sale or
exchange of equipment which was originally
acquired from another agency as excess Or
surplus, unless such equipment has been in use
by the acquiring agency for at least 1 year.

Utilization Screening for Exchange/Sale Egquipment.

a.

Following the decision to use exchange/sale
procedures and the written determination required by
paragraph 4-0302d, equipment should be screened
within the Department using the distribution listing
at paragraph 4-0103b. In addition, Federal agencies
known to use or distribute similar equipment should
be solicited to determine whether they have a need
for the equipment.

Reimbursement for transfer of equipment between
Dcpartmental elements shall be at the option of the
holding element. Reimbursement for other transfers
shall be made on terms agreed to by the holding
Departmental element and the receiving Federal
agency or organization. 1In either case,
reimbursement may not exceed the estimated gross
proceeds if the equipment were sold on a competitive
bid basis or dollar value allowed for trade-in.
Funds shall be transferred in accordance with the
above terms and the exchange allowance or proceeds
from transfer shall be applied in whole or part
payment for the replacement item(s) acguired.

Trade-in and Sale of Replaced Equipment. Exchange/sale

equipment which is not transferred under procedures
outlined in paragraph 4-0103 will be disposed of as
follows:

a.

When replacement equipment is purchased from Federal
Supply Schedule contracts and a trade-in allowance
for the replaced item is specified in the conlract,
the old item will be exchanged and the trade-in
allowance applied to the purchase of the replacement
item, In addition, tradec-in allowances should be
solicited from other types of exchange/sale
allowances when feasible or practical. Checks
should be made with the servicing GSA regional
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. office to determine the most recent price received
by GSA from the sale of similar items, A
determination should then be made as to whether
accepting the trade-in allowance or selling the
items would be more advantageous to the Government.

b. Egquipment that is not traded in will be reported to
GSA for sale. Standard Form-126, Report of Personal
Property for Sale, will be used for this purpose.
The SF-126 will include the following notation in
bold type: THIS IS EXCHANGE/SALE PROPERTY.

PROCEEDS ARE TO BE APPLIED TO REPLACEMENT ITEM. 1If

a trade-in allowance was offered, but not accepted,

for items reported to GSA for sale, this fact should
be included on the SF-126.

4-0306. Proceeds from Sale.

a. When equipment that is to be replaced is scld before
the acquisition of the replacement item(s), the
proceeds from the sale will be available for
obligation for the acquisition of similar
replacement items during the fiscal year in which
the sale is made and for one fiscal year thereafter.

b. When replaced equipment is sold after the
acquisition of replacement equipment, the proceeds
from the sale shall be deposited as a direct
reimbursement into the appropriation previously
charged for replacement of similar items.

4-0307. Records of Exchange/Sale Action. 1In addition to the
written administrative determination required by
paragraph 4-0302d, sufficient data shall be recorded to
establish that:

a. Items acquired were similar to the items exchanged
or sold.

b. Exchange allowance or proceeds from the sale that
were applied in whole or part payment for equipment
acquired were in fact available for such
application.

c. The transacticon was otherwise in accordance with the
provisions of this section,
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4-0308.

Reports. Federal requlations require that the
Department submit a report covering the previous fiscal
year’s exchange/sale activity. Each Departmental
element shall prepare a report on Form DOT F 4410.6,
Summary Report of Personal Property Exchange or Sale
Transactions, displayed in Appendix B, and containing
the information required by FPMR 101~46.305. Form DOT
F 4410.6 is available from the Office of Administrative
Services and Property Management, Utilization and
Storage Section (M-443.2).

SECTTION 4. ABANDONMENT OR DESTRUCTION OF EQUIPMENT

4-0401.

4-0402.

General. Abandonment or destruction is the culmination
of a series of efforte to ensure maximum utilization of
equipment, and is the final step of the disposal process
that will result in the removal of equipment from the
official property record when there is no further use to
be derived from its retention. Utilization, donation,
sale, and abandonment/destruction is the normal disposal
sequence. Abandonment or destruction of equipment shall
be documented fully and provide a clear audit trail of
the sequence. Great care shall be taken to fully
justify, document, and ensure audit trail visibility of
all abandonment or destruction dispositions. Federal
regulations covering abandonment or destruction of
personal property are contained in FPMR 101-45.9.

When to Initiate Abandonment or Destruction Procedures.

a. Before any abandonment or destruction action is
considered, the equipment in question should have
been processed through the following sequence:

(1) Screening for reutilization within the
Department.

{2) Federal screening through GSA for reutilization
or donation.

(3) Sale, either through GSA or the small lot
process.

(4) Abandonment or destruvction when other means of
disposal have not been effected.
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b. The initial requirement in preparing to dispose of
equipment through abandonment or destruction is to
determine the proper authority for the action. The
valid authorities are:

(1} The equipment has no commercial value. No
commercial value means that a determination has
been made that the equipment has neither
utility nor monetary value as either an item or
as scrap.

{(2) The cost of care, handling, and preparation of
the equipment for sale would be greater than
the expected sale proceeds (eslimated fair
market value).

(3) A law, regulation, ar directive requires the
abandonment or destruction action. Return of
the item accompanied by a letter from GSA
stating that the agency should dispose of the
equipment under agency procedures is not a
valid authority.

. (4) Written instructicons by a duly authorized
health, safety, or security official that
directs the abandonment or destruction action.

4-0403. Authority to Abandon or Destroy Eguipment.

a. Approving Official. Each Departmental element shall
designate an official or officials to determine the
authority selected from paragraph 4-0402b., that
will be used as the basis for the abandonment or
destruction action. The designation(s) shall be
made in writing, by name and position title.

b, Reviewing Qfficial. Each Deparlmental element shall
also designate an official or officials who will
approve the authority used as basis for the
abandonment or destruction action. The designation
shall be made in writing by name and position title.

4-0404. Documentation. Upon selection of the appropriate
authority by the Approving Official, the Departmental
element shall prepare a written finding justifying the
abandonment or destruction action. The written finding
will include the following:
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a. A detailed description of the eqguipment, its
condition, and total acquisition cost.

b. The authority, as selected from paragraph 4-0402(b),
for the abandonmenl or destruction action along with
any pertinent supporting documentation.

c. A statement describing the proposed method of
destruction, i.e., burning, burying, etc., or the
abandonment location.

d. A statement that the proposed abandonment or
destruction action will not be detrimental or
dangerous to public health or safety, and will not
infringe on the rights of other persons.

e. The signature of the Approving Official, including
the title and telephone number.

f. For abandonment or destruction actions with an
acquisition cost over $%1,000, the title, telephone
number, and signature of the Reviewing Official will
be included in addition to the Approving QOfficial.

4-0405., Public Notice.

a. When Required.

(1) Except as outlined in paragraph 4-0405b,
Departmental elements shall provide for public
notice of the abandonment or destruction
action. Public notice will be given in the
area in which the equipment is located and
should be for a period of not less than
7 calendar days. The public notice can be
accomplished by posting anncouncements in public
places, on bulletin boards, or by announcement
in an organizational newsletter or local
newspaper. The public notice must include the
following information:¥*

{(a) A general description of the equipment.

{(b) The date and location of the abandonment
or destruction action.

{c} an offer to deonate the equipment to public
bodies as defined in FPMR 101-44.001.11.

*A sample public notice format is included in Appendix B.
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4-0406.

(d}) An offer to sell the equipment. Any
offers to purchase the equipment as a
result of the public notice should be
referred to the appropriate GSA Regional
Office for sales action.

b. Exceptions to Public Notice Requirement. The
requirement for public notice is not required under
the following circumstances:

(1) Immediate abandonment or destruction is in the
best interest of the public because of the
nature of the equipment, or because of the
difficulty or expense of its care and handling.
Written justification, approved by the
Reviewing Official, shall be a part of the
documented audit trail and shall indicate that:

(a) The wvalue of the egquipment is so little or
the cost of care and handling is go great
that its retention and advertisging for
sale is clearly uneconomical.

(b) Immediate abandonment or destruction is
required because ot health, safety, or
security reasons.

(c) The items are unserviceable, expendable,
property and its accumulation is
uneconomical and not in the best interest
of the Government.

(2) A single line item of equipment to be abandoned
or destroyed at any one location at any one
time has an acquisition cost of less than $500.

Certification of Abandonment or Destruction. Following

the actual abandonment or destrucltion, a Certificate of
Abandonment or Destruction shall be prepared to document
the action and to provide an audit trail of the action.
The certification will be signed by the Property CQfficer
or a designated representative and witnessed by another
employee. For the destruction of drugs, biological
agents, and reagents the certification shall be signed
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by the Property Ufficer and witnessed by two employees.
The following certificates should be used as a guide.

I certify that (IDENTIFY ITEMS)

were (abandoned/destroyed) in the manner authorized by
the Federal Property Management Regulations, Department
of Transportation Orders, and other applicable
regulations.

Property Officer or Rep. Date

I have witnessed the (abandonment/destruction) of the
described eguipment in the manner and on the date stated
here.

Witness Date

SECTION 5. PRECIQUS METALS RECOVERY PROGRAM

4-0501.

General. Recovery of precious metals saves the
Government money because the market value of the
precious metals is far greater than the recovery costs.
Departmental elements are currently recovering silver
and other precious metals from activities such as
photographic laboratories. Other sources of precious
metals include electrical and electronic materials,
electronic modules, batteries, etc. Expanding the
precious metals recovery program at existing locations
and at additional locations that have rccovery
potential, will generate additional savings. Recovery
also helps to conserve valuable resources and benefits
the environment by reducing pollution. Recovery and
utilization of precious metals should be expanded to the
maximum extent possible. Federal regqulations covering
the recovery of precious metals are contained in

FPMR 101-45.10.
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4-0502. Recovery Process.

a. Through an Interservice Support Agreement with the
Defense Reutilization and Marketing Service (DRMS)
the Department utilizes the Department of Defense to
recover materials that potentially contain precious
metals. DRMS representatives will assist DOT
activities in identirying precious metals, methods
of recovery, and will provide all necesesary
operating instructions for participation in the
program.

b. Each Departmental element shall establish a contact
point for the recovery of precious metals. The name
of this individual (and subsequent changes) along
with their address and telephone number shall be
provided to the Office of the Assistant Secretary
for Administration (ATTN: M-442). The Personal
Property Division (M-44) will be the Departmental
contact point.

c. Each Departmental element shall identify new
activities which have the potential for generating
recoverable precious metals and report the activity,

. its location, telephone number, Federal Standard
Requisitioning and Issue Procedures (FEDSTRIP)
activity address code, and a point of contact to the
Assistant Ssecretary for Administration (ATTN: M-44).

d. Support to Departmental elements will be provided by
DRMS on a nonrecimbursable basis. Departmental
activities shall turn-in recovered precious metals
and materials containing precious metals to DRMS.

4-0503. Utilization of Refined Precious Metals.

a. Under the Interservice Support Agreement,
Departmental elements are eligible to requisition
precious metals for the Defense Industrial Supply
Center (DISC). Care shall be taken to ensure that
precious metals acquired from DISC are used fror
approved purposes. Precious metals from DISC are
refined to at least .999 degree of fineness and are
available in troy ounce (T0O) units of issue. Use of
these precious metals will reduce the cost of items
procured from commercial sources because the cost of
the DISC stocks is a fraction of the commercial
market price.



Page 4-27

4-0504.

DCT H 4410.4

b. Availability of Refined Precious Metals. Precious

metals listed in this paragraph are available from
DISC. They may be ordered in full troy ounce

quantities.

Item National Stock Number
Silver 9660-00-106-9432
Gold 9660-00-042-7733
Platinum Granulations 9660-00-042-7768
Palladium Granulations 9660-00-042-7765
Platinum Sponge 9660-00-151-4050
Palladium Sponge 9660-01-039-0320
Rhodium 9660-01-010-2625
Iridium 9660-01-011-1937
Ruthenium 9660-01-039-0313

c. How to Acqguire.

(1} Using FEDSTRIP procedures, reguisitions may be

submitted

follows:

by mail or electrically transmitted as

Commander, Defense Industrial Supply Center
(DISC), ATTN: DISC-OIBA/YC, 700 Robbins Avenue,
Philadelphia, Pennsylvania 191117,

(2) Requisitions must include the following
exception data:

(a)

(d)

"

An unclassified "in the clear'" shipping
address {(may not be a post office box)
that includes the ZIP code.

The contract number for which the material
is to be used.

The end item application and the number of
troy cunces of precious metals per end
item.

The name, telephone number, and office
code of the requisitioner.

Safegquarding and Control of Precious Metals.

Departmental elements shall ensure that precious metals
under their cognizance are properly utilized, accounted
for, and safequarded. Property Officers and other
persons having responsibility for the management of
precicus metals shall ensure that adequate controls are
established and followed.
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4-0505.

Reports Regarding Precious Metals Recovery.

a. Waiver of Annual Reguirement. Under the provisions
of FPMR 101-45.1002-2, the Department has been
granted a waiver to the annual reporting requirement
as long as the Interservice Support Agreement with
the Defense Reutilization and Marketing Service
(DRMS) is kept current. Therefore, there is no
requirement for Departmental elements to provide an
annual report to the Department.

b. Information Provided by DRMS. The Defense
Reutilization and Marketing Service provides to the
Department (ATTN: M-44) an annual report, by
location, of the materials turned in by DOT
activities.

SECTION 6. EQUIPMENT DISPOSAL AND REMOVAL FROM THE OFFICIAL

4-0601.

4-0602.

4-0603.

PROPERTY RECORD

General. Disposal is the culmination of all of the
actions that provide documentation that will
substantiate the removal of equipment from the official
equipment records by transfer, sale, donation,
abandonment, destruction, report of survey action,
trade—-in, or other authorized means. Disposal of excess
equipment should by accomplished as expeditiously and
economically as possible. Equipment that is dangerous
to public health or safety should not be disposed of
without making it harmless, providing adequate
safeguards, or properly advising the recipient of the
hazardous or dangerous nature of the equipment. Until
final disposal action is taken, eqguipment that is
declared to be excess is accounted for, controlled,
maintained, and handled in the same manner as all other
equipment carried on the equipment records.

Documentation. Regardless of the method of disposal,
i.e., transfer, donation, sale, abandonment or
destruction, exchange, or trade in, the action shall be
documented to support the removal of the equipment from
the official property record.

Reports. For Departmental management purposes and to
meet requirements of the Federal Property Management
Regulations 101-43.4701(a), an annual report shall be
provided to the Office of the Assistant Secretary,
(ATTN: M-44), not later than November 15 of each year.
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The Annual Report - Utilization and Disposal of Excess
and Surplus Personal Property, shall be completed
utilizing form DOT F 4400.1. Insatructions for
collecting information on activity conducted during the
last completed Fiscal Year are contained on the form.
Reports shall be consclidated, specific elements of
information extracted and reported to the General
Services Administration by the Personal Property
Division (M-44).
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DEFINITIONS FOR USE IN PERSONAL PROPERTY MANAGEMENT

ACCOUNTABLE AREA - An area, defined by organizational or
geographical limits, for which a discrete set of formal property
accountability records is maintained under the jurisdiction of a

‘designated Property Officer.

ACCOUNTABLE QFFICER - See PROPERTY ACCOUNTABLE OFFICER.

ACCOUNTABLE PROPERTY - A term used to identify Government
property which is recorded in a formal personal property
accounting system and is controlled by an identification system
and supporting records from its acauisition through disposal.

ACCOUNTABLE PROPERTY RECORDS - Formal records of personal
property which assign specific responsibility for control to an
individual. Such records may control single items or aggregates
of similar property.

ACCOUNTABILITY - The act of maintaining an account (record) for
personal property by providing a complete audit trail for
personal property transactions from receipt to final disposition.

ACQUIRE - To obtain ownership of property in any manner,
including: purchase, transfer, donation, manufacture,
construction, condemnation, or production at Government-owned
plants or facilities.

ACQUISITICON = The process of cobtaining by any means, from any
source, personal property to be used to satisfy the need to
support a program.

APPROVING OFFICIAL - An individual who has final authority to
approve findings and recommendations; normally used in the
approval/disapproval of findings and recommendations of the
Survey Qfficer or Survey Board on Reports of Survey for Lost,
Damaged, or Destroyed Property.

ASSET - Any item of econoumic value owned by a Governmental unit.

AUTHORITY - The power to take actions or approve actions of
others.

AUTOMATIC DATA_ PROCESSING EQUIPMENT (ADPE) -~ See FEDERAL
INFORMATION PROCESSING (FIP) EQUIPMENT.



Page A-2 DOT 1 4410.4

BOARD OF SURVEY - A committee or panel appointed by senior
management officials, typically consisting of three or five
members, charged with the responsibility for review or
investigation of reported loss or damage of property, and fixing
financial liability for such loss; and authorization for removal
of items from the official property records. A "Survey Officer"
may be appointed in lieu of a board when the value of the
property warrants.

CAPITALIZATION - A financial management term that describes the
function of recording the total acquisition cost of an item in
the general ledger of an agency's financial aceounts in order to
accurately reflect the agency's investment in the asset.

CAPITALIZED PERSONAL PROPERTY - All property with an initial
acquisition cost at or above the criteria established by the GAO
in Title 2 of its Policy and Procedures Manual for Guidance of
Federal Agencies, which is recorded in the general ledger of the
financial management accounls., An agency may select a lower
capitalization level than that established by GAO.

COMPONENT - A major program, administrative activity,
organization, or functional subdivision of a Secretarial Office
or Operating Administration.

CONSUMABLE ITEM - See Expendable Property

CONTRACTOR - A private person, organization, agency, or firm who
agrees to provide supplies and/or service during an agreed-to
time period for a stated price or rate.

CONTRACTOR INVENTORY - Property furnished to, or acquired by, and
in the possession of a contractor, pursuant to the terms of a
contract, in which title is vested in the Government.

CONTROL - The ongoing function of maintaining physical oversight
and surveillance of personal property throughout its life cycle
using various management tools and techniques.

CONVENTIONAL OFFICE FURNITURE - An assemblage which consists of
independent, stand alone work surfaces, storage units, chairs and
other items except those items specifically defined as a
furniture system. Automatic data preocessing support and meodular
furniture product lines are considered to be cenventional office
furniture.

CROSS-SERVICING - The provision of services by one agency for
another agency. Such services are covered by a written agreement
made between the two agencies.
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CUSTODIAL AREA - A subdivision of an accountable area, defined by
organizational or geographical limits, for which a personal
property custodian has been designated.

DELEGATION OF AUTHORITY - The specific formal deputation,
assignment, or commitment of a legal power or right to take
certain actions and to make certain decisions.

DEPRECIATION - Periodic bookkeeping or accounting entries made in
the financial records to reflect decreases in the value of
property through age, wear, deterioration, or obsolescence.

DETERMINING AUTHORITY -~ The person in charge of an organization
or area which is designated as an accountable area.

DEVIATION - Use of a standard, limitation, policy, procedure, oOr
authority other than that prescribed by regulation,

DIRECT DELIVERY - Ttems which are delivered directly to the user
after the property office has reviewed the receiving document for
completeness and assigned a voucher number to it.

DISPOSAL - The actions involved in the removal of personal
property from use and from the property accounting system.

DISPOSAL OFFICER - The person who is responsible for determining
the appropriate disposition of personal property that is no
longer needed by the organization to which it is assigned.

DISPOSAL TRANSACTION - The action or process that will result in
the removal of personal property from official reccrds by sale,
transfer, donation, abandonment, destruction, trade in, or other
authorized means.

EQUIPMENT - A term applied to an article of personal property
which is complete in itself, is of durable nature with an
expected services life of 1 year or more, and does not ordinarily
lose its identity or become a component part of another article
when put into use.

EXCESS PROPERTY - Property which is no longer required by the
holding agency for its needs and the discharge of its
responsibilities, as determined by the head of the agency, and
has been reported to the General Services Administration.

EXCHANGE/SALE - The process by which personal property not excess
to the needs of the holding agency, but eligible for replacement,
is exchanged (trade-in) or sold with the application of the
allowance or proceeds towards purchase of the replacement item.
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EXPENDABRLE PROPERTY - Personal property which is consumed in use
or loses its identity when used, or becomes a component part of
other personal property.

FEDERAL CATALOG SYSTEM - The system by which items are uniformly
identified to facilitate management of all logistical operations
from determination of requirements through disposal. Included
are items subject to repetitive procurement, storage,
distribution and issue, and all locally purchased, centrally
managed items. The catalog system names, describes, identifies,
classifies, and numbers all items which it contains.

FEDERAL INFORMATION PROCESSING (FIP) EQUIPMENT - Any equipment or
interconnected system or subsystems of equipment in the automatic
acquisition, storage, manipulation, management, movement,
control, display, switching, interchange, transmission, or
retrieval of data of information, and accessorial devices used in
support of data processing.

Related FIP Equipment Terms Include. -

ACOQUSTIC COUPLER - See MODEM; MODEM, ACOUSTIC; and MODEM,
RACK MOUNTED

CARD PUNCH - An output device which generates punched cards
based upon input data or instructions. TIn some cases, a
card punch can be included in a card reader unit.

CARD READER - An input device which reads coded data stored
on punched cards.

CHANNEL - An inboard or outboard device which transfers data
between a mainframe computer and peripheral devices. This
device is also known as an Input/Output Processor.

DEGAUSSER - A device used to demagnetize magnetic tapes
prior to reusing them for storing data.

CONTROL UNIT - A device which controls and provides access
to peripheral devices such as disk and tape drives as
directed from a computer.

DISK DRIVE - A stand alone data storage device, for either
hard or floppy disk, removable or non-removable media.
Synonymous_terms: mass storage device, direct access
storage device, removable or fixed disk pack.

FEDERAL INFORMATION PROCESSING (FIP) RESQURCES - Includes
FIP equipment, software, servers, support services,
maintenance, related supplies and systems.
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MICROCOMPUTER - An item of automatic data processing
equipment in which the processor and all other functional
elements are included in one integrated component.

MICROCOMPUTER RESOURCES - A collective term which includes
microcomputer equipment and proprietary software.

MODEM - A device for transmitting or receiving digital data
over analog telephone lines (e.g., line driver, acoustic
coupler}.

MODEM, ACQOUSTIC - A modem which uses a telephone as part of
its integral configuration. Also called an acoustic
coupler.

MODEM, RACK MOUNTED - A modem which is mounted on a rack
(shelf) for ease of use.

MONITOR - A device containing a cathode ray tube (CRT),
similar to a television, used only to receive/view data.

MULTIPLEXER - A device used for transmitting several
messages simultaneously on the same circuit or channel.

. PLOTTER - A device that takes digitized information from a
computer and draws it into graphic display on paper via the
use of ink pens.

PROCESSOR - The computing element of a mainframe or
minicomputer. Synonymous term: Central Processing Unit

(CPU). May contain other functional elements, e.g., random
access memory, disk controllers.

PROPRIETARY SOFTWARE - Computer software that has been
developed at private expense, is considered to be a trade
secret, and is protected by law with restrictions that are

fully described in the accompanying license, use, or sales
agreement.

PRINTER - A device that receives information from a computer
and converts it to hard copy print (e.g., ink jet, laser, in
feed, single feed).

RAM - An acronym for RANDOM ACCESS MEMORY or that portion of
a microprocessor from which software is extracted or data is
held on a temporary basis.

SCANNER - A device used to read printed words, charts, etc.,
from paper and convert them to digitized information for

. computer storage.
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SOFTWARE - Any software, including firmware, specifically
designed to make use of and exlend Lhe capabilities of FIP
equipment. Examples of FIP software, systems programs
(e.g., control and library programs, assemblers, compliers,
interpreters, utility programs, sort-merge program and
maintenance programs); application programs; and
commercially available programs (e.g., word processing,
communications, graphics, file-management and data base
management system software).

APPLICATION SOFTWARE - A series of instructions or
statements in a form acceptable to a computer, designed
to cause the computer to execute an operation or
operations necessary to process requirements.

COMMON-USE SOFTWARE - Software that deals with
applications common to many agencies, that would be
useful to other agencies and is written in such a way
that minor variations in requirements can be
accommodated without significant programming effort.

SWITCH - A device that will allow different computer systems
to share peripheral devices.

TAPE DRIVE - A stand alone cartridge, reel-to-reel, or
cassette data storage device.

TERMINAL - A device, having a permanently connected
keyboard, which is used to send and receive data from a
computer.

VTAM Terminal - A terminal connected to an IBM mainframe.

TONS Terminal - A terminal linked to the TONS CCI
minicomputer used to perform office functions such as
typing, E-mail, etc.

WORD PROCESSOR - A device consisting of a keyboard, power
supply/line drive modem, and monitor.

FEDERAL REGISTER - A publication issued daily except Saturdays,
Sundays, and legal holidays which contains proposed, general, and
permanent rules of all agencies of the Federal Government.

FEDERAT, SUPPLY SCHEDULE - A contract entered into by the General
Services Administration with a vendor from which ordering
agencies submit purchase orders for specified products.

FEDSTRIP - An acronym for Federal Standard Requisitioning and
Issue Procedures system. The system provides the basis for
processing civilian agency requisitions.
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FRUSTRATED SHIPMENT - A shipment which cannot continue
toward its destination, for any reason, and for which the
consignee or requisitioning agency cannot provide diversion
instructions.

FURNITURE SYSTEM - An assemblage or combination of office
furniture components that form a complex or unitary whole, i.e.,
a series of work stations. Components may consist totally of
systems furniture, modular furniture, conventional furniture, or
a combination thereof.

GENERAL LEDGER - A fiscal record maintained by the finance and
accounting office which 1s comprised of several control accounts
that reflect the dollar values of assets on hand. The general
ledger is the primary record against which all property records
are balanced.

GSA _STOCK ITEM - An item of property which GSA procures based on
projected requirements of all Federal agencies, stores in bulk
quantities, and distributes upon receipt of requisitions.

HOLDING AGENCY - The executive agency which has accountability
for the personal property involved.

IN USE ACCOUNTABLE PERSONAL PROPERTY - Nonexpendable personal
property assigned to a custodial area which is serving its
intended operational purpose and for which accountable records
and controls should be maintained.

INTERSERVICE SUPPORT AGREEMENT - An agreement between two

agencies wherein one agrees to perform certain services for the
other.

INVENTORY ADJUSTMENT - Changes made to the official property
records when physical counts and official records do not agree.
All such changes require specific approvals.

INVENTORY (noun) - The formal listing (property record) of all
personal property assigned to an organization.

INVENTORY (verb) - The act of locating, identifying, counting,
recording items and reconciling the differences in the physical
count with the official property record.

LIFE EXPECTANCY - The number of years that an item of equipment
can be anticipated to provide useful service when properly
maintained in use.

LINE ITEM -~ A single line entry on a reporting form which
indicates a specific type of equipment having the same
description.
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MATERIAL - Any item necessary for the equipment, maintenance,
operation, and support of a project/activity without distinction
regarding its use for administrative or operational purposes.

MICROCOMPUTER - See MICROCOMPUTER under FEDERAL INFORMATION
PROCESSING (FIP) EQUIPMENT related terms.

MICROCOMPUTER RESOURCES - See MICROCOMPUTER RESOURCES under
FEDERAL INFORMATION PROCESSING (FIP) EQUIPMENT related terms.

MILSTRIP - An acronym for Military Standard Requisitioning and
Issue Procedures system. The system provides the basis for
processing requisitions within the military structure.

MODEM - See MODEM under FEDERAL INFORMATION PROCESSING (FIP)
EQUIPMENT related terms.

MODULAR FURNITURE - Office furniture which consists of
interconnecting panel assemblies, however, uses free standing
work surfaces, storage units, and other major components rather
than units attached to the interconnecting panels.

MONTITOR - See MONTTOR under FEDERAL INFORMATION PROCESSING (FIP)
EQUIPMENT related terms.

MUSEUM PROPERTY - An assemblage of museum cobjects collected
according to a rational scheme and maintained so they can be
preserved, studied, or interpreted for public benefit. Museum
objects include prehistoric and historic objects, artifacts,
works of art, archival documents, and natural history specimens
that are a part of museum collections. Elements, fragments and
components of structures are objects if they are no longer a part
of the original gtructure. Museum property does not include
those items necessary to display a collection such as exhibit
cases, dioramas, special lighting, graphics, replicas, etc.

NEGLECT and NEGLIGENCE - Includes both simple negligence and
gross negligence. Simple negligence is the failure or omission
to observe, for the protection of Government interests, that
degree of care, precaution and vigllance which the circumstances
justly demand, whereby the Government suffers through loss,
damage, or destruction of property. Gross negligence is an act
or omigsion of the employee(s) which constitutes misconduct,
willful negligence, or a wanton and reckless disregard for the
property.

NONEXPENDABLE PERSONAL PROPERTY - Property which has a normal
life expectancy of more than 1 year, has continuing use as a
self-contained unit, is not consumed in use, does not lose its
identity when put to use, or does not ordinarily become a non-
severable component of other property.
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NON-CAPITALIZED PERSONAL PROPERTY - All Government-owned personal
property that does not meet the GAO or the holding agency's
established criteria for capitalization into the general ledger
of the agency's financial management account.

NON-REPQRTABLE EXCESS PERSONAI. PROPERTY - Property which is not
required to be formally reported to the General Services
Administration (GSA) for Federal redistribution screening. See
additional screening in FPMR 101-43.305. See EXCESS PROPERTY.

OFFICE FURNITURE - Items of supply classified under Federal
Supply Class (FSC) 7110 of the Federal Catalog System. (Also see
Conventional Office Furniture, Modular Furniture, Systems
Furniture, and Furniture System.)

PECUNTARY LIABILITY - Responsibility of an individual to pay for
an item of equipment or supply.

PERSONAL PROPERTY - Any property, except real property, records
of the Federal Government, and naval vessels of the following
categories: battleships, cruisers, aircraft carriers,
destroyers, and submarines.

PERSONAL PROPERTY ACCUUNTABLLILY ANU CONTRUL, SYSYEM - A general
term that applies to all the processes, records, and documents
used to achieve the objective. of management.

PERSONAL PROPERTY MANAGEMENT - All functions necessary for the
proper determination of need, source, acquisition, receipt,
accountability, utilization, maintenance, rehabilitation,
storage, distribution, and disposal of personal property.

PERSONAL FPROPERTY MANAGEMENT SYSTEM - A concept or means for
controlling and accounting for personal property for which the
Government is responsible.

PHYSICAL INVENTORY - A periodic physical count of personal
property that is actually on hand and the comparison of those
counts with the applicable property records.

PLOTTER - See PLOTTER under FEDERAL INFORMATION PROCESSING (FIP)
EQUIPMENT related terms.

PRINTER - See PRINTER under FEDERAL INFORMATION PROCESSING (FIP)
EQUIPMENT related terms.

PROGRAM MANAGLER - The individual responsible for overseeing and
controlling a function, component, project, etc., and may include
research leaders, scientists, engineers, project officers,
administrative officers and other indiwviduals.
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PROPERTY ACCOUNTABLE OFFICER -~ The person designated in writing
who maintains the formal personal property account for a
designated accountable area. Normally works for the Property
Management Officer and may serve a dual role as the Property
Management Officer.

PROPERTY ADMINISTRATOR - An authorized representative of the
contracting officer assigned to administer the contract
regquirements and obligations relating to Government property.

PROPERTY CUSTODIAN - The person designated in writing, by name or
organizational position, as being responsible for the control of
the personal property within a specified custodial area.

PROPERTY CUSTODY OFFICER - See PROPERTY CUSTODIAN.

FPROPERTY MANAGEMENT QOFFICER - See PROPERTY QOFFICER.

PROPERTY MANAGER - See PROPERTY OFFICER.

PROPERTY OFFICER - The person designated in writing, by name or
organizational position, as being responsible for the management
of a system of accountability and control for personal property
within a specified organization.

PROPRIETARY SOFTWARE - See PROPRIETARY SOFTWARE under FEDERAL
INFORMATION PROCESSING (FIP) EQUIPMENT related terms.

PURCHASE ORDER -~ An offer by the Government to buy certain
supplies or non-personal services from commercial sogurces, upon
specified terms and conditions, the aggregate amount of which
does not exceed the small purchase limit.

PURCHASE REQUEST - A need expressed by a user and placed on the
property manager for supplies, service, or equipment.

RECEIVING REPORT - A property accounting record which
acknowledges receipt by the accountable individual of property or
service from a vendor or other source.

"REPLACEMENT'" STANDARDS - Factors that should be considered in
making a decision to acquire new equipment.

REPORT OF SURVEY - A process used to examine facts, determine
responsibility, and establish the extent of liability for the
loss, damage, and/or destruction of Government property; to
provide relief from responsibility and/or accountability; and to
provide a document autheorizing the removal of personal property
from the formal account.
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RECONCILIATION - The process of matching and adjusting property
records for a specific item to all such records to bring them
into full agreement and to assure that they accurately reflect
the quantity, description, condition, location, property
custodian, etc., of the item.

REHABILITATION - To restore to good operating condition.

REQUIREMENT - An established need which justifies the allocation
of resources to achieve a capability to accomplish an objective
or task which generated the need.

REPLACEMENT STANDARD - An established measurement of an item of
equipment's performance and utility, the result of which
determines whether a new item should be acquired to replace the
one currently in use.

REPORTABLE EXCESS PROPERTY - Personal property which is required
to be reported to the General Services Administration (GsA) for
Federal redistribution screening as outlined in

FPMR 101-43.304-1. See EXCESS PROPERTY.

RESPONSIBILITY - Being accountable (answerable) for all actions
which are taken or fail to be taken within the scope of an
individual's delegated authority.

RISK ASSESSMENT - A documented review by management of a
component's degree of susceptibility to waste, loss, unauthorized
use, or misappropriation and includes consideration of management
controls,

SENSITIVE ITEM - Personal property, regardless of its acquisition
cost, that by its nature is subject to theft, loss, conversion to
personal use, or for some other reason must be subjected to more

stringent controls than other property.

SERTAL-NUMBERED PROPERTY - Property which contains a unique
identifying number affixed by the manufacturer.

SOFTWARE - See SOFTWARE under FEDERAL INFORMATION PROCESSING
(FIP) EQUIPMENT related ternms.

SPACE MANAGER - The person designated, by name or organizational
position, who is responsible for coordinating the assignment and
utilization of space for a specific organization.

SPECIFICATION - A detailed description of the essential and
technical requirements of items, materials, or services.

SUPPLIES - Expendable personal property which is consumed in use.
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SURPLUS PERSONAL PROPERTY - Any excess personal property that is
not required for the needs and the discharge of the
responsibilities of all Federal agencies, as determined by the
Administrator of General Services.

SURVEY BOARD - See BOARD OF SURVEY.

SURVEY OFFICER - An individual designated by proper authority to
investigate, report on, and make recommendations on the loss,
damage to, or destruction of Government property.

SYSTEMS FURNITURE - Office furniture which consists of
interconnecting panel assemblies together with work surfaces,
storage units, and other major components which are panel
supported in lieu of free standing.

UNREQUIRED PERSOMNAL PROPERTY - Property that is no longer needed
by the organization to which it is assigned. Normally, has not
been reported to the General Services Administration.

"USE" STANDARD - Guidelines established for determining in what
quantity, when, and where items or categories of items are
required.

USED PROPERTY - Property that was previously assigned to a
Property Custodian or user or shows signs of normal wear and
tear.

VALIDATION - Confirmation of approval that a request for
supplies, serviceg or equipment is based on the proper authority
and is fully justified tc be acquired.
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Personal Property Hand Receipt

Propeny |ssued to: (Wame/Telephone NO.)

Date: Location;

Division or Branch:

Quantity

Description of Item(s)

Serial No./ Bar Code No.

Valus

Statement of Responsibllity:

| have recelved the ltem(s) listed above and acc

ept parsonai responsidility for this property. As an employee of the Goverment to
whom public property is entrusted, | cisarly underatand that: (1) | am responsible for the propef CusIOdy, Care, and safeguarding of this
property; (2) | am authorized to use the property for official purposes only; (3) | will either retum the propefty to the iasuing officer whan
no longer required for the purposae intended, transter, or separation from the Government; and (4). If the property Is lost, damaged or
destroyed, | may be heid Tinanciatly lisble and/or subject to discipline It the loss, camage or destruction resuited from my negligence,
misuse, dishonesty or wilitul destruction.

Signature of User

Date of I1saue

Property Custodian

Date Ratumed

DOT F 4420.4 (801}

U.S. SOVEPRMENT PANTING OFFICE. /307 030703 'ki—a?
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ANNUAL REPORT—UTILIZATION AND DISPOSAL OF EXCESS

AND SURPLUS PERSONAL PROPERTY

2" cu of ™ SecTeny of SarutRERon

DEPARTMENTAL ELEMENT

REPONT FOR FY ENDING

Aupepuinttion Cemt
Raport Dellary Onig

BEAINNING INVENTORY

2 ADJUSTMENTS

QETERMINED EXCESS B AEPOATING OEPARTMENTAL ELEMENT DURNG
THIS REPOATING PEMIOD

BEO="~BODWE—0O

TRANSFERRED BY REFOATING CEPARTMENTAL ELEMENT TO CTHEN
DEPANTMENTAL ELEMENTY

5. TRANSFERAED DIR Y AY REPQORTING DEPARTMENTAL ELEMENT TO

OTHER FEDERAL AGENCIES FOR UTHIZATION

A TRANSFERAED BY MEPORTING DEPARTMENTAL ELEMENT TO
MROCESSING

GSA FOR

. TRANSFEARED 4Y REPOATING DEPARTMENTAL ELEMENT TO OTHER FEDERAL
AGENCIES FOR FURTHER PROCESSING (DO NQT INCLUDE TRANSFERS
REPORTED ABOVE IN UNES S AND &

4. OBCLARED SCRAS Y REROATING DESARTMENTAL SLEMENT

9. ABANDONED OR OESTROYED 8Y REPORTING DEFARTMENTAL ELEMENT

10, DOMATED Y REPORTING DEPARTMENMTAL BLEMENT TOTAL

a TO PUBLIC BOCIES

B TO PUSLIC ARPORTY

5. TO EDUGATIONAL, PUBLIC HEALTH, AND SIVIL DEFENSE

d. T3 OTHER

. SALES, OTHEN THAN SCRAP, §Y REPOATING DEPARTMENTAL ELEMENT

12, SALES OF SCRAP BY AEPORTING DEPARTMENTAL ELEMENT

13 ENDING INVENTORY

SLEMENT OR

14, WMMO’WO‘Y‘H“WANWWIV
ARPORTING DEFARTMENTAL T8 AGENT}

15 PROCEEDS PROM THE SALE OF SCRAP (BOLO &Y REFPORTING
DEPARTMENT

AL SLEMENT OR IT§ AGENT)

5. PROPERTY REASBIGNED WITHIN REPORTING DEPARTMENTAL ELEMENT

17

. ACOANNTION OF PROPERTY BY REPOATING DEPARTMENTAL ELEMENT
{00 NOT lm ACQUISITIONS FROM OTHER DEPARTMENTAL ELEMENTS)

APPROVED

TYPED NAME & TITLE OF APPROVING OFFICIAL SIGNATURE OATE

Foem COT £ 440C °

Aev 4-48)
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Line 1—

Line 2~

Line 3—

Line 4=

Line 5—

Line 6—

Line 7—

Line §8—

Line 9—
Line 10—

Line 11—

Line 12—
Line 13—
Line 14—

Line 15—
Line 16—
Line 17—

PREPARATION INSTRUCTIONS

Reports shail be compieted on an annual basis by each Departmental elament (Office of the Secretary and the
operating administrations). Reports shall be submitted to the OST Office of Administrative Services and Property
Management (Atth: M-44) not later than Novembaer 16 of sach ysar. Entries shall reflect the acquisition cost of the
property. If data on acquisition costs are not available, the estimated scquisition cost or the value at which the
property is carried in inventory records for accounting purposas shall be used. Transactions i

grantee/contractor inventories and exchange/sale property shall be excluded from this report.

Report the acquisition cost of all excess and suplus property ot hand at the beginning of the reporting period. This
should be the same amount reported as the ending inventory on iast year’'s report.

Report net gains {+) o losses (-) to the figure shown in Line | resulting from overages, shortages and corrections.
Explain all net adjustments excesding $50,000 or 10% of Line ! ander Remarks.

Report the towal acquisition cost of ali personal property determined to be excess to the needs of your Departmental

element. Do not include property determined to be excesa during the year but subsequently withdrawn for your use
later in the same year.

Report the acquisition cost of ail property transferred by your Departmental alament for nae by othar Departrmental
elements.

Report the acquisition cost of all personal property transfarred from your Departmental element directly to other
Federal agenctes for utilization under the provisions of FPMR 101-43.309-5(a).

Report the acquisition cost of all property transferred to the General Services Administration (GSA) for further
processing.

Report the acquisition cost of all property tranaferred to another Federal agency for further processing. Do
not include transfers to GSA for :n.her processing or direct transfers to other Fedaral agencies for reutilization. Do
not inciude property/materials transferred specifically under the precious metals recovery program.

Report the acquisition cost of all personal property declared serap. Do not include in this Line any transactions of
scrap for further processing under the precious metals recovery program.
Report the sequisition cost of all personal property shandoned or destroyed by your Departmental element.

Report the acquisition cost of all personal property provided directly by your Departmental slement to donees. On

Line 10 include the total of all donations (Lines 10a + 10b + 10¢ + 10d). Do not include in Line 10 any domation

transactions which resuited from property being reported to GSA and then donatad by GSA. Statytory suthority or
other explanations for the donations included in Line 10d shall be cited in the Remarks section of this form.

Report the acquisition cost of all surplus property, except scrap, sold by your Departmental elsment ot agent during
the reporting period.

Report the acquisition cost of all items soid as scrap by your Departmental eiement during the reporting period.
Report the acquisition cost of excess and surplus property on hand at the end of the reporting period. (Line 1 plus
or minus Line 2 pius Line 3 minus Lines 4 through 12.)

Report the procseds from the saie by your Departmental elemnent or agent of property, other than scrap, reported in
Line 11.

Report the procseds from the sale by your Departmental element or agent of scrap reported in Line 12.
Report the total scquisition cost of all property resssigned for use within your Departmental slament.

Mwnmmmummmdewmmmdmmmmw
transfer from othar Government agencies. Do not include acgenisitions from other Departmentol elements.
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Gote Prepared | Survay Case Number
(A REPORT OF SURVEY FOR LOST, DAMAGED, |
UL Dopertmt ot OR DESTROYED PERSONAL PROPERTY |
Ottca of e Secrescry (Submwe 8 S0RAraIe [apart for sach CATOgOry—iost, demeged, or destroyed) i
Primary Organization Unit (Dest. Elament) Office or Station Reporting (Org. Symboi) Location :
I
STOGK NUMBER AND DEBCRIFTION QUANTITY | UNIT PRICE ToTAL CosT

S —

h—

GRAND TOTAL
|
Explain the circumstances causing this report to be flled. Attach sdditional pages, statements, or exnibits a8 necessary. —

The information given sbove is rus and comect (0 the best of My knowiedge and beliet.

Sipnatuee of Pragerty Cusitodien Typed Name, Titie and Date
{or person prepering the report.}
SUPERVIBOR'S STATEMENT
O | have rev d e inlermation sb and the supporting statement(a) and have nothing further 1o offer.

O | have an additional statement (sttached).

Signeiure of Supareisor Typed Name. Title and Date

PRGPERTY MANAGEMENT OFFICER'S STATEMENT.

| have revi d the iah ation Inaiuded in this report; the description and pricing Ie correct; & survey report case number has been assignad
and recorded; and the foliowing actions have been taken to correct the ClrCumstances reported ADOVE. (AITECH DEQES &8 NECeIsry).

Reterred 10 Survgy OficenSuvey Board on ______________ (date).

|
Signature Typed Name, Title end Date '
Form DOT P 44301  8-00) ) Papart of Survey tor Loat, Cameged, or Destoryed Personal Property
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{If pecuniary liDiity i recommended inciuae NAM§s) Of pErsoms) [0 D NS and The amounts).

FACTS, CONDITIONS FINDINGA, ITC. of the Swvey Officer or Survey Board. (vee additionsl sheets if necessary)

| (way Nave examined sl svallabie evigence as Quuined in the atl s and have p
(ourt bedlet that the articiels) listed, total coat § was (wers)

the samw amd it ia my

Typed Name end Signature of Chairman or Survey Qfficer Dare
Member Date Member Date
Member Date Member Date

APPROVING OFFICIAL'S Conclusions and diaposition instructions.
Z a Concur.
= b. Do not concur. (State action to be taken.)

Signature Typed Name and Titie Date

FINAL ACTION

The instructions of the Approving Official regarding dispasition of the property have been accomplished and appropriate disposal
action taken, abandonment, of destruction has besn accomplished and witnessed as indicated. Property Accountability records have
Seen properly adjusted and er(s) P to ad) the Hecal records.

Propeny Management
Qtticer

Signature Date

DESTRUCTION OR ABANDONMENT WAS ACCOMPLISHED BY
IN MY PRESENCE.

Witness

Signature Typed Name and Titie Date

Form DOT F 4410.1 (8-90) Report of Survey for Lost, Damaged, of Destroyed Pensonal Property
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. PUBLIC NOTICE

OF
ABANDONMENT OR DESTRUCTION

1. NOTICE.

NOTICE is hereby given that the
proposes to initiate abandonment or destruction procedures for
the following surplus Government equipment.

Item Name:

General Description:

NSN:

Quantity:

Condition:

Unit of Issue:

Total Acquisition Cost:
. 2. DONATION.
Baginning on , until close of
business , the above equipment will be

available for donation to public bodies. After this time, all
remaining property will be abandoned or destroyed in accordance
with applicable Government disposal regulations.

3. SALE.

Notwithstanding the above, commencing with the posting of
this Notice and so long as the equipment is available, the
Covernment will coneider the sale of all or any portion of this
equipment to any or all interested parties on a first-come,
first-served basis.

4. INSPECTION.

This equipment is available for inspection at
from to Monday
through Friday, excluding holidays. Interested parties are
invited to contact:

. Name Location Telephone Number
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DEPARTMENT OF TRANSPORTATION
Part A—To Be Completsd By Each Person Removing Equipment Date
Name (Typed or printed) Description of Equipment {inciude sensl number) Qwner
T por _ Persanal
Typea or Prinied _ vendor T Other (Specify)
Return date
Signature
Property Custodian's Name (Printed), Rta. Symb., Telephons NO. rropeny Custodians Signature Daie
Part B—To Be Compieted By DOT Parsonnel Only
Organizationai Elemant Routing Symbol | Phone Ofttice Building Room No.
Part C—To Be Completed By Non-DOT Personnel Only
Employar Address of Employer Q0T Qfficial and Office Phone No.
Awara of Ramoval .
Part D—T0 Be Gompleted By Guard
Person removing property was— If Other—MNames ot DOT official and office who verilied removal Verified by
~ DOT Employee T Phone
L OQther 2 In Peraon

Routing Instructions for Completed Forms

Guard: Fold original with lower third exposed, staple, and forward to security office,
Provide duplicate copy to individual concerned.

Security Office: Forward to property management office.

Routing of Compieted Copies
To Routing Symbol Organization

1
2

Form DOT F 1680.2 (Rev. 5-91) PROPERTY REMOVAL RECORD .




